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   220 S.E. GREEN STREET LEE’S SUMMIT, MO 64063 
  816-969-1087 Phone 816-969-1081 Fax 
 
 

TITLE-SIGNATURE PAGE 

 

REQUEST FOR PROPOSAL NO. 10-013 

 
 

The City of Lee's Summit will accept sealed proposals from qualified persons or firms interested in providing 
the following: 
 

ENTERPRISE RESOURCES PLANNING SYSTEM AND POINT SOLUTIONS FOR HRIS, 

UTILITY BILLING, APPLICANT TRACKING, PROJECT ACCOUNTING, AND TRAINING 
 

Please submit: 
 

ONE (1) ORIGINAL SIGNED UNBOUND PROPOSAL AND 

EIGHT (8) BOUND COPIES OF THE PROPOSAL 

FOR A TOTAL OF NINE (9) COPIES AND 

ONE (1) CD ROM OR DVD CONTAINING AN ELECTRONIC COPY OF THE ENTIRE PROPOSAL 

MUST BE RECEIVED BY: 3:00 P.M. ON FEBRUARY 8, 2010 

 

A MANDATORY PRE-PROPOSAL CONFERENCE IS SCHEDULED FOR JANUARY 21, 2010 AT 10:00 

A.M. IN THE HOWARD A CONFERENCE ROOM AT CITY HALL (TELECONFERENCE SERVICE IS 

PROVIDED. CALL 1-877-411-9748, PASSCODE: 765820#, PRESS *0 TO SPEAK WITH AN OPERATOR, *6 

TO MUTE YOUR OWN LINE, *6 AGAIN TO UNMUTE YOUR OWN LINE) 

 

PLEASE MARK YOUR SUBMITTAL "SEALED PROPOSAL" AND SEND IT TO: 
 

City of Lee's Summit, Division of Purchasing 
Attention:  DeeDee Tschirhart, Procurement Officer 

220 S.E. Green Street 
Lee's Summit, Missouri 64063 

816-969-1087 
deedee.tschirhart@cityofls.net 

 
PLEASE NOTE THAT ONE (1) BOUND COPY AND ONE (1) ELECTRONIC COPY OF THE ENTIRE 

PROPOSAL MUST ALSO BE SUBMITTED TO SCHAFER CONSULTING AT: 

 
Schafer Consulting 

9 Red Leaf Lane 
Ladera Ranch, CA 92694 

 
The City reserves the right to reject any and all proposals, to waive technical defects, and to select the 
proposal(s) deemed most advantageous to the City. 
 
The undersigned certifies that he/she has the authority to bind this company in an agreement to supply the 
service or commodity in accordance with all terms and conditions specified herein.  Please type or print the 
information below. 
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Firm is REQUIRED to complete, sign and return this form with their submittal.  
 
 
 

Company Name  Authorized Person (Print) 

   
Address  Signature 

   
City/State/Zip  Title 

   
Telephone #                                  Fax #  Date    Tax ID # 

   
E-mail  Entity Type 
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CITY OF LEES SUMMIT      REQUEST FOR PROPOSAL 10-013 
 
The City of Lee's Summit will accept separate sealed proposals from qualified firms/ providers interested in 
providing the following:  
 
Enterprise Resources Planning (ERP) System and point solution vendors for HRIS (including Payroll), 
Applicant Tracking, Project Accounting, and Training. 
 
Proposals must be received by 3:00 P.M. local time, on February 8, 2010 at the City Hall, Purchasing 
Division, 220 S.E. Green St. Lee's Summit, MO 64063. 
 
Proposal documents and any addendums are available by accessing the City’s web site at 
http://cityofls.net/City-of-Lees-Summit/Business-With-the-City/Contracts-Vendors-and-Bids.aspx, the City’s 
e-procurement system, Onvia-DemandStar at www.demandstar.com or by contacting the Purchasing 
Division at 816-969-1087. 
 
The City reserves the right to reject any and all proposals, to waive technical defects in the proposals, and to 
select the proposal deemed most advantageous to the City. 
 
A mandatory pre-proposal conference will be held on January 21, 2010 at 10:00 AM CST in the Howard A 
Conference Room at City Hall, 220 S.E. Green St.  Lee's Summit, MO 64063. For those vendors who cannot 
attend the pre-proposal conference, a teleconference number has been set up. Please call 1-877-411-9748, 
passcode: 765820#,  press *0 to speak with an operator, *6 to mute your own line, *6 again to unmute your own line. 

 
For any contract greater than $5,000, the successful bidder shall comply with § 285.530, RSMo, as 
amended, and by sworn affidavit affirming that it does not knowingly employ any person who is an 
unauthorized alien and provision of documentation affirm its enrollment and participation in a federal 
work authorization program with respect to the employees working in connection with this contract.  The 
required documentation must be from the federal work authorization program provider.  A letter from 
contractors reciting compliance is not sufficient.  
 
 

DeeDee Tschirhart, Procurement Officer 
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PART I 

GENERAL INFORMATION AND PROJECT BACKGROUND 
 

1. INTRODUCTION 
 
The City of Lee’s Summit invites proposals from qualified firms that possess outstanding 
qualifications, experience and knowledge to provide a fully integrated, Windows-based, Enterprise 
Resources Planning (ERP) System. Point solutions vendors for HRIS, Utility Billing, Applicant 
Tracking, Project Accounting, and Training are also encouraged to respond. The specific services 
requested in this Request for Proposal (RFP) are detailed in Part II.   
 
The City reserves the right to award a single or multiple contracts and to reject one or more 
components from vendor’s proposals.  
 

2. CITY BACKGROUND 
 
Lee’s Summit, Missouri is a suburb of Kansas City located in the far southeastern quadrant of the 
metropolitan area with a population of 92,000. It is the sixth largest city in the state and one of the 
top “100 best places to live”, according to Money Magazine, June 2008.  
 

The City of Lee’s Summit is a full service city offering police, fire, public works, parks and 
recreation, water and sanitary sewer utilities, planning, codes administration, and general 
administration services (Finance, Human Resources, Purchasing, Legal, Information Technology, 
Fleet Services, Building Maintenance Services, etc.)  The City also operates a landfill and general 
aviation airport.  The City has 617 full time employees and 400+ seasonal, part time, and 
temporary employees. The City has an annual general fund budget of $55 million and a total 
budget of $170 million.  

 

3. PROJECT BACKGROUND 
 
The existing AS/400 based Financial/HR/Utility Billing software from New World Systems has been 
in place for over 20 years at the City.  The system provides many core services and also functions as a 
primary integration point for other related processes and systems.  The vendor is on a path to migrate 
customers from the AS/400 to a Windows based solution, as the AS/400 based software will no 
longer be upgraded and will likely be discontinued in the future.    
 

Since 2004, the Information Technology Services (ITS) Division has closely monitored the evolution 
of the current AS400 system and the future plans of the current software provider.  Given the 
outdated technology deployed in this system, a future migration or upgrade has appeared imminent.   
 
In recognition of this pending shift in technology, ITS and other City departments have modified 
priorities to minimize the ongoing investment in the existing system by delaying requests for new 
system enhancements and additional modules.  In 2006, the software provider, New World Systems, 
announced the production release of its newer technology Microsoft.NET enabled products.  It also 
informed customers that all new modules and features would only be provided on the new products 
and that the existing solutions would only be supported in their current form for an undisclosed, but 
limited, period of time. 

 

In fiscal year 2006-2007, a primary recommendation from a Management Study of ITS conducted by 
Plante & Moran concluded that the City must address the near term decision regarding the future of 
the AS400 system.  A migration strategy project was recommended to address the significant 
organizational and financial challenges.  The study further recommended a detailed needs assessment 
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be conducted for this mission critical application.   
 

In May of 2008, the City issued a Request for Proposal (RFP) for a Requirements Analysis for the 
Replacement of the City’s ERP System to provide an evaluation and recommendation relative to the 
continued use or replacement of the existing New World System. As part of the scope of work, the 
City sought assistance and guidance from a consulting firm to determine the best course of action 
necessary to provide accurate and efficient Financial, Human Resources/Payroll, and Utility 
Management systems functions, including an estimate of project costs for maintaining existing 
systems, replacing existing systems, and any other viable alternative actions.  The consulting firm 
was requested to prepare a Case Study that summarized the outcome of the evaluation and to provide 
recommended options. Based on the proposals and presentations, the committee selected Schafer 
Consulting to perform the ERP Needs Assessment for the Replacement of the City’s ERP System 
Project. 

 

To support the Case Study, Schafer Consulting conducted a thorough needs assessment of the current 
systems, business processes, users’ needs, reports and constraints. The findings were documented in a 
combination of narrative format and process workflow diagrams in Visio format (Please refer to 
Appendix I of the RFP.)  In addition, a detailed requirements analysis was performed to determine 
and prioritize the functional requirements of the City.  
 

The review and analysis performed by Schafer Consulting, as summarized below, confirms and 
validates the City’s own concerns, as well as opinions expressed by City employees: 

 

• Information is hard to access and share because the City currently uses several disparate 
systems.   

• It is costly and inefficient for employees to perform a significant amount of their work using 
manual processes.   

• The existing systems do not support processes that the users have identified as necessary.  

• The existing systems do not meet the City’s reporting needs  

• The existing system does not provide adequate security.  

• The existing system lacks the ability to maintain sufficient audit trails.  

• Work processes need to be improved 
 

Based on the outcome of the Business Case, City Council approved the recommendation made by 
Schafer Consulting to initiate the RFP process for a new ERP system.   
 

4. TECHNOLOGY STANDARDS 
 
The City has established well-defined data and voice communication infrastructures.  The 
Information Technology Infrastructure team provides voice telephone services to all City offices 
through a dedicated Cisco Voice over IP (VoIP) system.  The communication infrastructure 
(hereinafter referred to as the network) consists of sixty (60) networks servicing approximately 
twenty one (21) major locations throughout the City.  Most of the City’s mission critical mini-
computers and servers are located in the City Hall Building, also known as the Data Center at 220 
SE Green Street, Lee’s Summit. 
 

The City’s 21 major locations all have 10/100 Mbps Ethernet LANs.  The Police Data Center and 
the Fire Data Center are networked to the Data Center at City Hall via dedicated fiber connections, 
running at 2 Gbps.  Public Works Operations, Parks Community Center and other major locations 
are connected via dedicated fiber connections, running at 1,000 Mbps Eight smaller remote sites 
are connected to the Fire Data Center via Alvarion wireless solution, running up to 54 Mbps.  The 
City’s high-level WAN diagram is provided in a separate file due to its size. 
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The Fire Data Center and Police Data Center are the designated Disaster Recovery Sites for the 
City, which are located approximately one hundred yards and two miles respectively from the 
Data Center at City Hall.  Critical data is replicated from the Data Center at City Hall to the Fire 
and Police Data Centers on a nightly basis.  Backups (disk based) are stored in all three locations. 
The City has standardized its network hardware (i.e.: switches, concentrators, and routers) using 
Cisco products.  The current LAN networking speed is sufficient for the City’s computing needs.  
Servers, desktops, LAN/WAN, and telecommunication equipment are located at other satellite 
locations. At its heart, the City’s computing and telecommunication network is comprised of the 
following: 
 

• 1 IBM I-series 520 running on operating system V5R3M5 
• Approximately 70 Intel-based virtual servers running Microsoft Windows Servers 2003 R2 
• 750+ Intel-based workstations running Microsoft Windows XP Operating System 
• Cisco routers, switches and firewalls 
• VMWare 
• 2 EMC SANs connect to fiber HBA’s 
• Aventail VPN solution for external connections, and Cisco VPN solution for internal 

connections 
• 15 VLANs 
• 21 remote sites 
• TCP/IP Protocol 
• SSL data encryption 
 

The most important City standards are the database platforms, operating system platforms, server, 
desktop, notebook computer, and core network infrastructure hardware.  Together, these elements 
form the foundation of the City’s computing infrastructure upon which the majority of the City’s 
business systems are constructed and deployed.  The following table summarizes the IT standards 
of the City. It is highly desirable for the new ERP system to be compatible with the following 
standards: 
 

City of Lee’s Summit IT Standards 
Server Operation Systems Microsoft Windows 2003 R2 

Desktop, Workstation, Notebook Operation 
Systems 

Microsoft Windows XP 

Server-Class Computer HP Blade Servers 

Desktop, Workstation, Notebook Hardware Dell 

Hand Held Computing Device Blackberry 

Network Infrastructure Hardware Cisco 

Network Printer  HP 

Server Backup software & hardware Tivoli Storage Manager  

Office Applications Microsoft Office 2007 

Email Server Microsoft Exchange Server 2003 

Email Client Software Microsoft Outlook 2007 

Web Browser Microsoft Internet Explorer 7.0 

PDF Reader Adobe Reader 8.X 

IT Development Tools 
Microsoft .NET Visual Studio, Coldfusion and 
DotNet Nuke 

IT Reporting Tools  Microsoft Access, Crystal Reports, Pentaho 
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Business Intelligence 

ET&L Pentaho Business Intelligence 

End User Reporting Tools Microsoft Access, Crystal Reports 

Database Microsoft SQL Server 

Network Protocols TCP/IP 

Security/Spam Barracuda, WebSense 

Workstation Virus Scanning Software Sophos Corporate Edition 

Web Server Internet Information Server 

Document Management SIRE 

GIS ESRI ARCView, ESRI ARCInfo 
 

5. TRANSACTIONAL VOLUME STATISTICS 
 
The following table highlights staffing and transactional volume statistics: 
 

Statistics 

Human Resources 

Total # of Employees 8/09 1,060 

     Permanent Full Time 637 

     Permanent Part Time 7 

     Temporary Part Time 413 

     Temporary PT Benefits 3 

# of Payroll Dept. 36 

# of Hours Codes 12 

# of Benefit Groups 29 

# of Benefit Codes  111 

# of Deduction Codes 104 

# of Job Classifications 728 

# of Checks per year 31,291 

    # of actual Checks 5,604 

    # of direct deposits 25,687 

Finance 

# of Active Funds 70 

# of Budget Costs Centers 400 

 # of AP checks processed per year 19,536 

# of PO's created per year 1,484 

# of Invoices processed per year 3,128 

# of Vendors 17,466 

# of Customers 19,579 

# of Receipts per year 388,460 

Utility 

# of Customers 62,544 

     # of Active Customers 23,531 

     # of Inactive Customers 39,023 

# of Accounts 34,464 
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# of Meters 52,013 

# of Transactions per year 865,470 

     # of Adjustments per year 9,349 

     # of Payments per year 334,470 

     # of Penalties  per year 81,392 

     # of Bills per year 398,123 

     # of Bank Draft  per year 35,879 

     # of Final Bills per year 5,918 

     # of Refunds  per year 339 
 
 

6. ESTIMATED NUMBER OF LICENSES 

 

 
 

 

Module

  #  of 

Users

Est.# 

Inquiry 

Users

Est. # 

Concurrent (non 

Inquiry) 

Self 

Service

Finance

   General Ledger 10 250 10 NA

   Budget 60 190 75 NA

   Accounts Receivable 10 250 20 NA

   Accounts Payable 10 250 30 NA

   Bank Reconciliation 6 250 2 NA

   Cash Receipts 10 250 2 NA

   Projects 75 250 40 NA

   Grants 25 250 10 NA

   Fixed Assets 70 250 25 NA

   Contract Management 25 50 10 NA

   Purchasing 75 250 40 NA

HR/Payroll

   Payroll 10 60 50 1000

   Leave Management 10 NA 5 1000

   Benefits 10 NA 5 1000

   Position Control 10 60 5 NA

   Applicant Tracking 40 60 20 NA

   Personnel Administration 10 60 5 NA

   Training 40 250 10 1000

   Timekeeping 250 NA 200 1000

Utility

    Utility Department 25 100 30 NA
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7. PROJECT TIMELINE 
 
In order to develop a realistic phasing and timeline of activities, it is imperative for the City and 
the software vendor to factor in the level of complexity, resource constraints and funding 
considerations. For planning purposes, the City has identified a total implementation timeframe 
spanning approximately 18 months for the successful completion of activities required before 
initial live use of the system.  The vendor is requested to assess and confirm this timeframe or 
suggest other optimum timelines that more readily support the vendor’s proposed solution and 
associated resource requirements.  See Part II – Scope of Work for further details. 

 

8. NEEDS ASSESSMENT  
 
As mentioned above, the needs assessment reports developed by the City’s ERP Consulting firm 
are provided in Appendix I of this RFP. All prospective vendors are strongly encouraged to review 
the narrative reports, process workflows and interface diagrams in order to gain a better 
understanding of the City and to factor the relevant information into the proposal.  Vendors should 
also utilize these documents during the exploration and construction phases of the implementation 
to avoid duplication of effort. To the extent that these reports can be utilized during 

implementation, the proposed professional services fees should be correspondingly reduced.   

  



Page | 12 
 

PART II 

SCOPE OF WORK 
 

1. CITY REQUIREMENTS  
 
The City of Lee’s Summit intends to acquire and implement an integrated suite of applications that 
will meet present and future needs.  The selected vendor will implement a system that is based on 
proven solutions that use current technologies. The system provider’s solution must specify all 
required hardware, software and professional services. 
 

The City expects to award a maintenance contract for five (5) years with five (5) one-year options 
to renew. 
 

The following high level objectives have been identified for this procurement: 
 

• The selected software must be a commercial off the shelf (COTS) solution that has been 
successfully implemented in at least 5 cities within the past five years, who are similar in 
size, requirements and function to the City of Lee’s Summit.  

• The selected vendor must provide dashboard reporting capabilities. 

•  The City prefers solutions that require no modification to base code, but are highly 
configurable to meet the needs of the City of Lee’s Summit. 

• The City will consider proposals from point solution vendors for HRIS, Utility Billing, 
Applicant Tracking, Project Accounting and Training. In the event one or more point 
solution is selected, the City prefers to contract directly with the point solution vendor.  

• The use of custom software components will be permitted only when COTS solutions are 
not available and upon obtaining approval from the City for the custom solution being 
proposed. 

• The City prefers that the solution provides a web based architecture or client-server using a 
thin client or smart client solution. 

• The City requires that the solution uses MS SQL Server 2005 as its database, running on a 
Windows Server 2003 R2 with ability to upgrade to Windows Server 2008. 

• The City requires that Active Directory Integration would support MS AD 2008. 

• The City prefers to contract with the System Provider as the prime contractor.  If the 
System Provider wishes to use an integration partner, the City would prefer that the 
integration partner be a subcontractor to the System Provider.  The City will reserve the 
right to accept or reject any proposed integration partners, while retaining the software 
vendor’s solution. 

 

2. SOFTWARE SOLUTION  
 
The following table depicts the components identified in the scope for this project.  
 

Financials: 

General Ledger Project Accounting 

Grants Purchasing 

Budget (including budget preparation) Accounts Payable 

Accounts Receivable Cash Receipts 

Bank Reconciliation Contract Management 

Fixed Assets  
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HRIS: 

Payroll Applicant Tracking  

Leave Management Personnel Administration 

Benefits Training 

Position Control Timekeeping 

Other: 

Utility Billing  

Point Solutions To be Considered: 

HRIS Applicant Tracking 

Project Accounting Training 

 Utility Billing 

 

The City has prepared requirements worksheets by functional area to be completed by the vendor.  
These worksheets will form part of the basis for scoring the bidder’s overall response.  The 
worksheets are meant to determine how much of the required functionality each bidder’s product 
can provide.  The requirements are weighted and will be scored based on the vendor’s response.  
The entire set of requirements worksheets are subject to verification at any time during the 
procurement process.  If such verification determines that a vendor misrepresented its product 
functionality, they may be disqualified.  It is therefore very important that vendors complete the 
worksheets accurately as it will affect their opportunity to be considered further in this 
procurement.  
 

The requirements worksheets are described in Appendix A and need to be completed and 
submitted electronically along with a hard copy to be included in the RFP response.   

 

3. PROJECT MANAGEMENT SERVICES  
 
The vendor shall assign a ½ FTE Project Manager dedicated and available for the entire duration of 
the project.  .  The City reserves the right to pre-approve the assigned Project Manager. Furthermore, 
vendor cannot replace its assigned Project Manager without prior approval from the City. The City 
project team, under the direction of a designated City Project Manager, will work with the vendor’s 
Project Manager and a third party consultant Project Manager to coordinate all project activities.  All 
communications between the City, the vendor and the City’s third party consultant shall be 
coordinated through their respective Project Managers. 
 
At a minimum, the vendor’s Project Manager shall be responsible for the following: 
 

•••• Direct the Project as the vendor contact with responsibility for Project performance from 
initiation to closure, including planning, organizing, managing and controlling all aspects 
of the Project to ensure that tasks are performed according to the approved schedule and 
plan. 

•••• Providing periodic updates to the Project Work Plan and Schedule.  Minor changes to the 
plan are subject to approval by the City’s Project Manager.  Major changes must be 
approved in a written change order to the Contract 

•••• Developing a Project Staffing Plan that includes vendor and City staffing, level of 
participation in the project, and timing on when the staff members need to be available to 
work on the project. The City requires the vendor to staff the project with seasoned 
professionals with relevant public sector experience  
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•••• Provide consultation and advice to the City on matters related to Project implementation 
strategies, key decisions and approaches and operational concerns/issues.  Act as a conduit 
to the Vendor’s specialist resources that may be needed to supplement the Vendor’s 
normal implementation staff. 

•••• Submit weekly Status Reports highlighting tasks which may have fallen behind schedule, 
reasons for any delays and projected completion dates.   Status report must also identify all 
risks and problems known by the Vendor which may affect the Project, and identify the 
owner of the problem and any impact it may have on the project plan. 

•••• Take part in status and communication meetings 
•••• Work with the City’s Project Manager and consultant Project Manager to prepare agendas 

for project status meetings that highlight current and near term tasks and pending/new risks 
and problems. 

•••• Identify personnel, equipment, facilities and resources of the City that will be required to 
perform services by the vendor and provide at least 2 weeks advance notice of the need. 

•••• Maintain a complete record of the Project’s history. 
•••• Lead the combined project team to identify, manage, and address issues that arise 

throughout the course of the implementation 
•••• Communicate and coordinate the activities of the vendor’s staff and resources.  Identify all 

known items that may impact the availability of resources during the project. 
•••• Work with the City’s Project Manager and consultant Project Manager to ensure that the 

project stays on-track and within the established budget. 
•••• Ensure that adequate quality assurance procedures are in place throughout the project and 

that the system complies with the specifications and requirements. 
•••• Identify and provide immediate notice of all issues that may threaten the implementation, 

operation or performance of the system. 
•••• Develop a Risk Management Plan that includes risk assessment, project and organizational 

impact and mitigating actions. The plan shall be maintained and updated by the Project 
Manager throughout the entire life cycle of the project.  

•••• Develop a Project Scope Change Plan to include: 
���� Change Request Recording 
���� Change Request Evaluation 
���� Assessment of impact of the change to the project 
���� Change Request acceptance procedures 
���� Integration of the changes into the implementation 
���� Documentation of the changes  

 

4. PLANNING  
 
The vendor shall work with the City staff and will be responsible for planning and executing all 
phases of the system life cycle. This includes, but is not limited to Planning, Analysis, Design, 
System Implementation, Data Conversion, Interface Implementation, Testing, Training, and 
System and Program Documentation.   
 

As part of planning, the vendor shall include an Implementation Plan that includes the 
implementation strategy, cultural change management plan, and the strategy for transitioning from 
existing legacy systems to the new ERP system while considering interim interfaces and the 
impact on City operations, as legacy systems are phased out. 

 

5. IMPLEMENTATION PLAN  
 
The City requires that each vendor prepare a detailed Implementation Plan outlining the required 
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tasks, estimated hours, responsibility, major deliverables, and timing.  At a minimum, the RFP 
response will cover the following areas: 
 

•••• Implementation approach 
•••• Environment installation, including supporting software (OS, DBMS, etc.) and hardware 

platform installation and configuration. The vendor shall be responsible for assisting the 
City with configuring all the required environments, including testing, training, and 
production; plus assisting in application installation for the City’s disaster recovery 
environment.  

•••• Installation of proposed application solution in a test, training, production, and disaster 
recovery environment 

•••• Application set-up (tailoring, configuration, end-user set up) 
•••• Workflow design and configuration 
•••• Forms design and configuration 
•••• Application-level security design and configuration 
•••• Design and development of customized reports 
•••• Backup and recovery 

 

Each implementation task should define the level of resources required, timing of resource needs 
and deliverables for both the system provider and the City. 

 

6. SYSTEM INTEGRATION PLAN  
 
The Systems Integration Plan shall include: 
 

•••• Integration approach 
•••• Approach to phase out legacy applications 
•••• Plan to address any custom code and 3rd party integrations included in the Vendor’s overall 

solution 
•••• Types of existing interfaces available, including previously built interfaces to other 

systems identified in this RFP 
•••• Methods used to gather and document detailed requirements, and translate the detailed 

business requirements to the design of the software configuration, customization and 
integration of the business rules, workflow, user interfaces, and reports. 

 

7. DATA CONVERSION PLAN  
 
The vendor shall utilize their data conversion tools/methodology to perform database conversions 
for the City’s existing database and other ancillary systems.  
 

The City’s project team has determined the degree of data conversion/migration necessary on a 
module by module basis.  For modules that are deemed to need data imported/migrated from 
existing applications, the City’s ITS staff will export data fields in a flat file format (e.g. CSV, 
ASCII) suitable for import into the new system and allow the vendor the ability to develop their 
mapping and conversion routines. 
 

The vendor will be required to provide all tables and field mapping, conversion, and import routines 
to the City’s technical staff for verification and validation review. The vendor is ultimately 
responsible for data conversion.   
 

The following table is not necessarily all inclusive, but is intended to provide an idea regarding the 
data the City anticipates needing to be converted to the new system: 
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Data to Convert Data to Convert 

FINANCE - Data from 1986 

General Ledger (including expenditures, revenue, 
encumbrances and transfers)    

    G/L Balance Sheet Account Balances  current balances 

Budget Master File N/A 

Budget Transaction File  1 year 

Accounts Payable none 

Revenue Management (AR/Billing/Cash Receipts) 3 years (3600 records) 

Customer Master File 3 years Active only (50 records) 

Cashiering  N/A 

Vendor Master File 3 years Active only 

Purchase Orders 2 to 3 years  

Commodity Codes (from another source-Not NWS) 

The commodity codes will come from 
the ERP vendor or some other 
provider. If from another vendor, then 
the codes will need to be imported. 

Contracts (from access database) Active -est. 350 

Human Resources - Data from 1987 (minus yr 2000) 

Employee Master   All Active  (1063) 

   Current Personal Info All Active  (1063) 

   Current Benefit Info All Active  (1063) 

   Current Deduction Info All Active  (1063) 

   Current Pay Info All Active  (1063) 

Benefit Master   No 

Deduction Master  No 

Earnings History No 

Utility - Data from 1986 (transactions 2000)  

Account Master - determine Active  All Active (35,000 records) 

Customer Master - determine Active  All Active (30,000 records) 

Transaction History 1 year 

Meter History  1 year 

Consumption History 1 year 

Bad Debt Register All   

Bank Drafting  All 
 

 

8. DATA INTERFACE PLAN  
 
It is the City’s objective to design and implement interfaces which will enable the City to take 
advantage of improved processing and technology wherever possible. To this end, the vendor shall 
include an Interface Plan that describes the vendor’s methodology and implementation approach to 
address required interfaces.  

 

At a minimum, all components identified in Part II- Section 2 “Software Solution” must be 
integrated, and the following systems need to be interfaced to the new ERP System:  
 

Interface Requirements To From 
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Accounts Payable    

1. Utility billing solution will need to submit refund payment requests. X  

2. Amazon (Ambulance Billing System) will need to submit refund payment 
request.  

X  

3. CityView will need to submit refund payment requests X  

4. Courts (Incode) will need to submit refund payment requests X  

5. RecTrac will need to submit refund payment requests X  

6. Wasteworks will need to submit refund payment requests X  

7. Chameleon (Animal Control) will need to submit refund payment requests X  

8. If the City selects a separate Project Accounting point solution, then Project 
progress payments will need to submit requests for payment and access vendor 
information. 

X X 

9. Payroll/Benefits will need to submit requests for a variety of payroll 
withholding payments. 

X  

10. Fleet Management system will need to get vendor information and submit 
requests for payment. 

X X 

11. UMB Bank interface to pass check issuance information X X 

12. UMB Bank for  Auto deposit interface   X 

Miscellaneous Receivables   

1. Teleworks (utility payments) need to interface to receivables.  X  

2. CityView will need to interface to Cash Receipts X  

3. Courts (Incode) will need to interface to Cash Receipts   X  

4. RecTrac will need to interface to Cash Receipts  X  

5. Wasteworks will need to interface to Cash Receipts   X  

6. Chameleon (Animal Control) will need to interface to Cash Receipts  X  

7. Amazon (Ambulance Billing system) will need to interface to Cash Receipts  X  

General Ledger   

1. Utility Billing solution will need to book revenue, receivables, deposits and 
credits as part of processing billing, payments and adjustments. This is only 
relevant if the City selects a point solution utility billing vendor. 

X X 

2. Cashiering system (SSI) will need to book revenue and validate revenue 
accounts. Comment - This is current but we will be considering ERP for new 
cashiering system 

X X 

3. Lockbox and EDI X  

4. If the City selects a Project point solution, then project will need to validate 
account codes, verify funding availability and book encumbrances. 

X X 

5. Fleet management solution will need to validate account codes and process 
intra-department charges for equipment replacement fund, work order cost 
recovery. 

X X 

6. If the City selects a HR/Payroll point solution, then payroll will need to 
interface to the General Ledger.  

X X 

Other Interface Needs   

1. The ITRON Meter Reading system will need to interface to the utility billing 
system.  

X X 

2. The utility billing systems customer balances and usage information need to 
interface to the Teleworks IVR/IWR system.   

X  

3. If the City selects a HRIS point solution, then position control will need to 
interface to budget. 

X  

4. If the City selects an Applicant Tracking point solution, it will need to interface 
to personnel administration.  

X  

5. If the City selects a Training point solution, then it will need to interface to 
personnel administration. 

X  

6. Payroll processing requires interface files to be sent to UMB Bank for auto X  
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deposit. In addition, it will need to interface to Missouri Public Employees 
Retirement system, IRS for W2 and Quarterly Reports and EEOC.  

 

To = Interface TO the vendor’s ERP system, FROM the listed application / sub-system. 
From = Interface FROM the vendor’s ERP system, TO the listed application / sub-system. 

 

9. TEST PLAN  
 
The vendor shall include a Test Plan covering: unit, system, performance under normal and 
volume/stress conditions, fail-over, and security. The test plan shall describe the proposed 
approach taken with each stage of the test, the processes involved, plan to address issues 
encountered, testing tools utilized, acceptance criteria, and sign-off procedures. 

 

• User Acceptance – The vendor shall include a User Acceptance Test Plan, test data, sample 
test scripts, plan for maintaining test data, and methods to track reports and fixes for system 
malfunctions. 

• Final Acceptance – The vendor shall include a Final Acceptance Test Plan, test data, sample 
test scripts, and methods to track and ensure all detailed requirements of the program are tested 
and approved by the City. 

 

10. TRAINING PLAN  
 
The vendor will be responsible for training the City’s core team, consisting of IT, financial, 
payroll, human resources and utility billing subject matter experts. This core training is required to 
allow the City’s core team to understand system capabilities before set-up and configuration 
activities begin.  This core team will be responsible for performing and documenting system 
testing, documenting business processes and procedures and for training end-users.  In addition, 
the core team will take the lead in developing the end-user training plan.  Vendor’s on-going 
training schedules, locations and costs should also be provided in the event that training is 
required in the future.   
 

The vendor may use one or more of the following training methodologies: 
 

• Instructor-led hands-on classroom training (on-site) 

• Public classroom training (offsite) 

• Web-based training 
 

The vendor shall provide detailed training information, such as the length of the courses offered, 
recommended maximum number of attendees, agenda, intended audience and copies of all training 
materials necessary for the vendor-conducted training. The City retains the right to reproduce 
training materials for internal training, refresher courses or for sessions for new staff following 
implementation. The City also reserves the right to video tape the vendor provided courses to 
utilize in our own internal training of other City employees.  On-going training schedules, 
locations and costs should also be provided in the event that training is required in the future.   

 

11. DOCUMENTATION  

 

Sample documentation does not need to be provided as part of the initial RFP proposal due 
February 8, 2010; however, short-listed vendors will be asked to provide, at minimum, the Table of 
Contents and sample chapters of key user documents, such as the Administrative and End-user 
manuals, systems and application diagrams, etc.  Ultimately, the selected vendor must provide 
complete printable documentation of the vendor's software suite.  
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The documentation shall include standard software materials as well as specific user documents.  
Standard software is defined as that which fully satisfies the requirements of this RFP without the 
need for modification. Examples include operating systems, database management systems, and 
software diagnostic programs. Database design documentation shall completely describe both the 
logical and physical structure of the system’s database. The documentation shall define and describe 
the individual elements (files, tables and fields) and the relationships between them.  This 
requirement is for a complete and thorough description of the physical and logical database 

schematic. This will permit City staff to develop and maintain interfaces between the vendor’s system 
database and other applications subsequent to project completion, and will facilitate the development 
of complex customized reports.  
 

User documents are those that describe the vendor’s software from a system administrator and end-
user’s point of view. All primary users must be provided with printed and online user documentation 
that ideally includes both a User’s Guide (tutorial format) and a Reference Guide. All future system 
updates and changes must be accounted for in revised pages for manuals. This must occur 
simultaneously with distribution of a software patch, system update or version release. 
 

For the selected vendor, the City will require a copy of all vendor-supplied documentation in a file 
format compatible with commercially available Microsoft Windows software, such that it can be 
maintained, customized, and updated.  Final documentation shall be easily reproducible by the City 
and the City shall be granted the rights to reproduce any document supplied under this contract for its 
own needs. 
 

12. DEPLOYMENT PLAN  
 
The vendor shall be responsible for deployment of the ERP solution in the City’s environment. 
The Deployment Plan shall include a description of the vendor’s methodology including site 
preparation, roll-out strategy, legacy system transition, system phasing and other related system 
deployment requirements. 

 

13. PRE AND POST GO LIVE SUPPORT  
 
The vendor will be responsible for assisting the City in such tasks as planning, preparation, pre go-
live issue resolution, conversion, post go-live issue resolution, communications, etc. during the 
weeks leading up to and weeks / months shortly after go-live.  The vendor should describe the 
resources, approach, and plans that will be used to assist the City during this critical time in the 
project. 
 

Please note that requested information regarding the vendor’s long term Support and Maintenance 
plans are addressed elsewhere in this RFP. This section should focus specifically on the pre go-
live, conversion, and post go-live support offered by the vendor.  
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PART III 

RFP GUIDELINES AND SCHEDULE 
 

1. GENERAL ADMINISTRATIVE REQUIREMENTS  

 

• The City of Lee Summit requires fixed fee for the Annual Maintenance Agreement and the 
license portion of the Software and Services Contract.  The services portion shall have “not-to-
exceed” amount. The vendor is expected to design, supply, install, configure, test and 
commission a system that fully complies with the specifications and requirements and the 
statement of work for the negotiated price. 

• Cash discounts must be shown on proposal; otherwise prices will be considered net.  Unless 
prices and all information requested are complete, proposal may be disregarded and given no 
consideration.  

• Vendor should invoice the City for services based on mutually agreed upon milestones.    

• The City will retain 20% from each milestone-based service invoice and will release the 
retention 90 days after final acceptance of the software for each major phase of the project 
(i.e.: Financial modules, HRIS modules and Utility Billing.) The proposed system shall be 
defined to be finally accepted by the City after the installation of the equipment, training, and 
successful completion of the following performance examinations: system hardware 
examination, software performance examination, system functional competence examination, 
system capacity examination, full-load processing capacity examination, system availability 
examination, approval of as-builts, training, and system documentation. The City and its 
consultants shall be the sole judge of whether all conditions for Final Acceptance criteria have 
been met.  

• In case of default by the vendor, the City of Lee’s Summit may procure the articles or services 
from other sources and may deduct from any monies due, or that may thereafter become due to 
the vendor, the difference between the price named in the contract or purchase order and the 
actual cost thereof to the City of Lee’s Summit.  

• The City shall be entitled to all future releases and upgrades, whether of a “minor” or major” 
nature, of vendor software for no additional cost beyond the Annual Support Agreement fees. 

• The vendor must agree that solutions prescribed in their proposal response will remain 
available and supported for a minimum of five (5) years from the time the contract is signed 
and that any material changes to vendor’s company or products will not affect the City’s 
implementation or support.  In the event vendor makes available successor vendor software 
products (e.g., software products based on a new technical architecture)(“Successor Products”) 
with substantially similar functionality to the vendor software products licensed by the City 
(“Licensed Products”) within ten (10) years of contract signing, The City may transfer the 
Licensed Products to the Successor Products, for no additional vendor license fees.  In such 
event, The City shall pay the then-current Application Software Maintenance Fees for the 
Successor Products, in addition to any services and/or third party fees associated with the 
Successor Products. 

• All proposals must be signed with the vendor’s name and by a responsible officer or 
employee.  Obligations assumed by such signature must be fulfilled. 

• Vendor must read the City’s Sample Contract and required terms and conditions as provided 
under Parts VI and VII of this RFP.  

• These rules apply to both integrated solution and point solution vendors. 
 

 

2. SUBMISSION OF PROPOSAL 
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• The completed response must be received no later than 3:00 PM local time, February 8, 2010, 
at the offices of the City of Lee’s Summit, Division of Purchasing, 220 S.E. Green Street, 
Lee’s Summit, MO 64063 and Schafer Consulting – 9 Red Leaf Lane, Ladera Ranch, 
California 92694.  Late bids will not be accepted.  Each proposal must be sealed and 
submitted with a proposal number, closing date and time on the outside.  

• One (1) original signed unbound proposal, eight (8) bound copies and one (1) electronic copy 
should be sent to the City of Lee’s Summit.  One (1) bound copy and one (1) electronic copy 
should be sent to Schafer Consulting.  The original must be sent to the City’s address, clearly 
marked and contain original signatures and must be easily reproducible on a standard copying 
machine.  The electronic copies should include the entire RFP response and should be 
submitted on either CD-ROM or DVD utilizing Microsoft Office (e.g. Word, Excel, 
Schedule), version 2007. All copies should be complete and include your complete response, 
along with the cost proposal, references, vendor profile questionnaire, appendices, etc. 

• The proposal should be limited to a maximum of 40 pages, with no smaller than a 10 point 
font.  Proposals exceeding the 40-page count may be scored lower than those that comply. The 
proposals must be printed double-sided.  Responses to cost and functional requirements must 
be completed using the templates provided by the City – which can be downloaded via the 
City’s website at http://cityofls.net/City-of-Lees-Summit/Business-With-the-City/Contracts-
Vendors-and-Bids.aspx, the City’s e-procurement system, Onvia-DemandStar at 
www.demandstar.com or by contacting the Purchasing Division at 816-969-1087. Responses 

to all Appendix sections from this RFP will not be considered as part of the 40 page count 

restriction.  (This does not include appendix material that does not pertain to the requirements 
of the RFP appendices, which will be counted as a part of the 40 page count).   

• Please provide the completed Pricing Worksheets and other pricing-related documents under 
separate cover, 1 printed and 1 electronic copy on the above mentioned CD-ROM or DVD to 
both the City and to Schafer Consulting.  The Pricing Worksheets are described in Appendix B 
and are not considered as part of the 40-page count restriction. Point solutions vendors only 
need to fill out those components of the Pricing Worksheet that pertain to them. 

• Information must be furnished complete, in compliance with the terms, conditions, provisions 
and specifications of the Request for Proposals.  The information requested and the manners of 
submission are essential to permit prompt evaluation of all proposals on a fair and uniform 
basis. The response must follow the RFP Response Outline provided in Part V.  

• Accordingly, the City reserves the right to declare as non-responsive and reject any proposal in 
which material information requested is not furnished or where indirect or incomplete answers 
or information are provided.   

• Proposals and modifications or corrections received after the closing time specified will not be 
considered.   

• Proposals shall be for the total net price including all applicable taxes, shipping, and charges.  

• All forms and questionnaires must be completed using the electronic versions provided with 
this RFP.  

• A mandatory pre-proposal conference will be held on January 21, 2010 at 10:00 AM CST in the 
Howard A Conference Room at City Hall, 220 S.E. Green St.  Lee's Summit, MO 64063. For 
those vendors who cannot attend the pre-proposal conference, a teleconference number has been 
set up. Please call 1-877-411-9748, passcode: 765820#,  press *0 to speak with an operator, *6 to mute 
your own line, *6 again to unmute your own line. 

• Any negotiations may be conducted by the Purchasing Division or another party as designated 
by the Purchasing Agent.  Award will be by City Council Motion.  No other officer or agent 
may obligate or bind the City.  In the Transmittal Letter, vendors will designate, by name, who 
will receive offers and counter offers.  The person named must be an authorized agent of the 
vendor able to conduct negotiations or written offers in good faith 
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• Please submit/forward all questions and matters relating to this RFP to the contact listed on the 
cover page of the RFP.  

 

3. CITY OF LEE’S SUMMIT CONTRACT TERMS 
 
The successful vendor(s) must comply with the City’s terms and conditions provided under Parts 
VI and VII.  Additionally, the final contract will also include a copy of the vendor’s proposal, 

including responses to the requirements matrices, and require that the successful vendor’s 
products (software, hardware, and services) are compliant with those responses.  Proposals 
should include a statement indicating the vendor’s willingness/ability to accept the terms outlined 
in Sections VI and VII “as is,” including proposed insurance requirements and acknowledgement 
that the vendor’s proposal and responses will be included as part of the contract terms, or detailing 
the reasons why they are not willing or able to do so.    

 

4. PROPOSAL POSTPONEMENT AND ADDENDUM 
 
The City of Lee’s Summit reserves the right to revise or amend the specifications or any other part 
of the proposal up to the time set for opening.  All changes, additions, and/or clarifications in 
connection with this proposal will be issued by the Purchasing Office in the form of a written 
addendum. Please use the Addenda form provided under Appendix H to acknowledge receipt of 
addenda.  Verbal responses and/or representations shall not be binding on the City. Copies of such 
addendums shall be furnished to all prospective vendors.  Prospective vendors are defined as those 
vendors who have obtained this RFP document subsequent to the advertisement and who have 
notified the City of their intention to submit a proposal.  Notification instructions are provided 
under Appendix F.  If revisions and amendments require changes in quantities or prices proposed, 
or both, the date set for opening of proposals may be postponed by such number of days as in the 
opinion of the City shall enable vendors to revise their proposals.  In any case, the proposal 
opening shall be at least five working days after the last addendum; and the addendum shall 
include an announcement of the new date, if applicable, for the opening of proposals.  

 

5. VENDOR COST TO DEVELOP PROPOSAL 
 
All costs for preparing and submitting proposals, including travel, software demonstrations and labor 
in response to this RFP are to be the responsibility of the vendor and will not be chargeable in any 
manner to the City. 

 

6. VENDOR INVESTIGATION 
 
Before submitting a proposal, each vendor shall make all investigations and examinations 
necessary to ascertain all conditions and requirements affecting the full performance of the 
contract and to verify any representations made by the City upon which the vendor will rely.  If 
the vendor receives an award as a result of its proposal submission, failure to have made such 
investigations and examinations will in no way relieve the vendor from its obligation to comply in 
every detail with all provisions and requirements of the contract, nor will a plea of ignorance of 
such conditions and requirements be accepted as a basis for any claim whatsoever by the vendor 
for additional compensation.  

 

7. AWARD 
 

• The City of Lee’s Summit reserves the right to reject any and all proposals, to waive any 
informality in the proposals, and to accept the proposal that appears to be in the best interest of 
the City.   
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• The City of Lee’s Summit reserves the right to issue a single or multiple contracts with one or 
more vendors.  

• The City of Lee’s Summit reserves the right to negotiate modified proposals in the event it 
rejects one or more components of the software/services from the original proposal. 

• In determining and evaluating the best proposal, the prices will not necessarily be controlling, 
but quality, equality, efficiency, utility, general terms, delivery, suitability of the service 
offered, and the reputation of the service in general use will also be considered with any other 
relevant factors.   See Evaluation Criteria for specifics. 

• Notice of contract award, if contract be awarded and further due diligence by the City not be 
necessary, will be made within one hundred and eighty (180) days of opening of proposals to 
the vendor, whose proposal complies with all the requirements in the Request for Proposals 
and is found to be the best value to the City.  

• Vendor shall submit to the City, for approval, within ten (10) days from notice of contract 
award, all Certificates of Insurance evidencing the required coverage as described under Part 
VII, “Insurance”.  

• The vendor shall not commence work under the terms and conditions of the contract until all 
Certificates of Insurance have been approved by the City and vendor has received an executed 
copy of the contract from the City of Lee’s Summit.  

 

8. NON-COLLUSION AFFIDAVIT 
 
The vendor declares, by signing and submitting a proposal, that the proposal is not made in the 
interest of, or on behalf of, any undisclosed person, partnership, company, association, 
organization, or corporation; that the proposal is genuine and not collusive or sham; that the 
vendor has not directly or indirectly induced or solicited any other vendor to put in a false or sham 
proposal, and has not directly or indirectly colluded, conspired, connived, or agreed with any 
vendor or anyone else to put in a sham proposal, or that anyone shall refrain from bidding; that the 
vendor has not in any manner, directly or indirectly, sought by agreement, communication, or 
conference with anyone to fix the proposal price of the vendor or any other bidder, or to fix any 
overhead, profit, or cost element of the proposal price, or of that of any other vendor, or to secure 
any advantage against the public body awarding the contract of anyone interested in the proposed 
contract; that all statements contained in the proposal are true; and, further, that the vendor has 
not, directly or indirectly, submitted his or her proposal price or any breakdown thereof, or the 
contents thereof, or divulged information or data relative thereto, or paid, and will not pay, any fee 
to any corporation, partnership, company or data relative thereto, or paid, and will not pay, any fee 
to any corporation, partnership, company association, organization, proposal depository, or to any 
member or agent thereof to effectuate a collusive or sham proposal. 

 

9. ESTIMATED SCHEDULE  
 

RFP Schedule 

RFP Issue Date January 11, 2010 

Pre-Bid Conference(s) in Lee’s Summit January 21, 2010 

Final Date for Vendors to Request Clarifications to RFP January 25, 2010 

City Response to Requested RFP Clarifications Published February 1, 2010 

Proposals Due from Participating Vendors February 8, 2010 

Anticipated Short List Selection March 4, 2010 

Solution Demonstrations in Lee’s Summit by Short-Listed 
Vendors (4-5 days per short-listed vendor) 

March 29 to April 23, 2010 

Anticipated Finalist Selection July, 2010 

Anticipated Project Start Date September 2010 
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PART IV 

RFP EVALUATION 
 

1. EVALUATION METHOD 
 
The City of Lee’s Summit will evaluate all proposals deemed responsive to this request by a 
Selection Committee comprised of City personnel. 

 

Short List Selection 
 
The City may select 2 or more ERP vendors from the RFP responses, as well as 2 or more point 
solution vendors from each category, to continue with further evaluation.  The short list will be 
selected by evaluating the vendor’s response covering criteria outlined within this RFP.  
Additional discovery may be performed to assist in selecting the short list vendors.  The short list 
vendors will be contacted in writing regarding their status as short-listed vendors.  The City 
reserves the right to withhold notice of the selection of short-listed vendors until a decision is 
made to award contract, or to forego awarding contract. 

 

Demonstration Scenarios and Site Visits 
 
The City will further evaluate vendor’s solutions by utilizing scripted scenarios.  Each short-listed 
vendor will be provided the scripted scenarios that they are to use to prepare for an on-site 4-5 day 
solution demonstration.  The short-listed vendors will be further evaluated based on the results of 
reference checks, additional discovery and, at the option of the City, organized site visits at 
vendor’s customer sites.  Vendors will provide the City of Lee’s Summit with a list of five (5) 
potential customer sites and unless other arrangements are made, the City will select no more than 
2 sites to visit.  Customer sites should be using the same major version of the software being 
proposed to the City, similar in scope and complexity, and geographically close to City if possible. 

 

Please note that on-site demonstrations for short-listed vendors will be conducted from March 29 

to April 23, 2010.  Specific days and times for each short-listed vendor will be determined at a 

later date, but vendors should be prepared to conduct the on-site demonstrations during this 

timeframe.  It is expected that the proposed Project Manager take part in the entire on-site 

demonstration sessions.   
 

Final Selection 
 
The finalist will be selected by compiling the qualifications, solution demonstrations, site visits, 
references and price evaluation criteria and selecting the top ranked vendor(s) that the City of 
Lee’s Summit feels would make the best solution provider(s).  The City may, at its discretion, 
select two finalists if it believes that two vendors are so close as to consider the evaluation a draw.  
In this case, the two vendors will be taken through negotiation.  The best-negotiated solution will 
become the finalist and will be contracted to provide the proposed solution.  If agreement cannot 
be reached with the top ranked vendors, the City will dismiss the vendors and begin negotiation 
with another vendor finalist.  

 

Solution Confirmation/Best and Final Offer 
 
Upon selection of the finalist(s), the City and the finalist will conduct a solution confirmation 
workshop.  This workshop will enable both parties to confirm all requirements and representations 
in order to complete the best and final offer.  This workshop may include additional 
demonstrations, confirmation of the Requirements worksheets, or any additional items that either 
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party requires to be confirmed.  The vendor will then complete their best and final offer.  The best 
and final offer will form the basis for contract negotiation.   

 

Contract Negotiation 
 
At the conclusion of solution confirmation and best and final offer, the City will enter into contract 
negotiations with the finalist(s).  The final negotiated contract, along with the best and final offer, 
will be submitted to the City Council for approval. 

 

2. EVALUATION CRITERIA  
 
The intention of the City is to procure a functionally complete and cost effective ERP System.  
Responses to this RFP will be evaluated and scored according to the following criteria: 

 

Stage 1 – 
 

• Conformance with RFP Guidelines and Submittal Requirements – The vendor must 
follow all RFP guidelines and submittal requirements, including the completion of required 
forms and templates.  

 

• Vendor’s Ability/Willingness to Sign City of Lee’s Summit Contract – including the 
vendor’s ability to accept the contract terms and conditions as outlined in Parts VI and VII 
“as is” and acknowledgement that the vendor will be held responsible for ensuring that the 
proposed solution is in line with the vendor’s proposal and responses and their willingness 
to incorporate their responses as part of the contract.  

 

Stage 2 –  
 

• System Functionality – including how well the system meets the overall needs of the 
City.  The majority of points will be awarded based on the scoring of the Requirements 
matrices described in Appendix A. (30 points) 

 

• Software Maintenance, Updates, and Customer Support – including the vendor’s 
process and methodologies for software maintenance and updates, as well as the vendor’s 
methodology, experience, and infrastructure for providing customer support. (10 points) 

 

• Overall System and Technical Description – including the maturity of the software 
solution, the use of current technology that is in line with the City’s capabilities, the 
proposed environment, and the overall architecture (e.g. MS-SQL, Windows and / or 
browser, .NET, runs in virtual server environment, etc.). (10 points) 

 

• Company/Staffing Background and Experience – including the vendor’s financial and 
organizational stability, as well as the firm’s experience performing work of a similar nature 
to that solicited in this RFP.  Please also include the experience level and competence of the 
proposed consultants and organizational staff in performing similar work for other clients 
and the comparability of that experience to the business and technical environment of the 
City. (10 points) 

 

• Project Understanding – including how well the vendor demonstrates its understanding of 
the City’s project goals and objectives, and how it perceives its role in carrying out the 
responsibilities required by this implementation. (10 points) 
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• Project Work Plan and Schedule – including the vendor’s demonstrated understanding of 
the overall scope of work for this project, the proposed project approach and methodology, 
as well as the thoroughness and completeness of the implementation, integration, testing, 
training, and deployment plans. Please submit total onsite and offsite time dedicated to the 
project.  (20 points) 

 

• Cost Proposal – Pricing is an important aspect of the overall evaluation of the vendor’s 
response.  Vendors are instructed to download the Pricing Worksheets from the City’s 
website as these templates must be used to provide the cost of the solution.  Failure to use 
the provided worksheets may characterize the response as non-responsive and preclude the 
vendor from further consideration in this procurement.  Please provide the level of detail as 
defined in the pricing worksheets.  Clarification may be sought for incomplete responses.  If 
clarifications are not received by the specified due date, they will be considered non-
responsive and precluded from evaluation.  All items not defined in the scope must be 
shown separately as optional modules or tasks, and priced separately.  (10 points) Cost 

Proposal shall be provided in a separate sealed envelope clearly marked “Cost Proposal 

& Appendix B”. 
 

Stage 3 – (short-listed vendors only) 
 

• Demonstration of Scripted Scenarios – Short-listed vendors will be invited to Lee’s 
Summit to provide demonstrations of the proposed solution, based on scripted scenarios 
provided by the City. (points to be decided) 

 

• Client References – including the quality and timeliness of work performed by the vendor 
and its proposed consultants for previous clients and the comparability of such work to the 
requirements of this RFP.  The City will conduct reference calls to local governments 
similar in size and composition to Lee’s Summit. 

 

• Site Visits (finalist vendors only) – The City will conduct site visits of customer sites 
recommended by the vendor.  
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PART V 

RFP RESPONSE REQUIREMENTS AND FORMAT 
 

Please use the following format to structure your RFP response.  Your response should include 
each section detailed below in the order presented and must be separated by tabs. The detail 
represents the items that are to be covered in each section of your response.  Failure to address all 
items will impact the evaluation and may classify the response as non-responsive and preclude it 
from further consideration.  Please refer to Part II – Scope of Work for additional information. 
 

Section Title Included as Part of 40 Page Count 

 Title Page No 

 Letter of Transmittal for Request for Proposal No 

 Table of Contents No 

1.0 Executive Summary Yes 

2.0 Company Background and Experience Yes, except for financial statements 

3.0 Work Authorization Yes 

4.0 Project Understanding Yes 

5.0 Project Staffing and Organization Yes 

6.0 Project Work Plan and Schedule Yes, except for schedule/Gantt chart 

7.0 System and Technical Description Yes 

8.0 System Functionality No 

9.0 
Software Maintenance, Updates, and Customer 
Support 

Yes 

10.0 Cost Proposal No – submitted under separate cover 

11.0 Client References No 

12.0 Vendor Profile Questionnaire No 

13.0 Appendices:   

 a. Addenda – (if applicable) No 

 b. Vendor’s Software License Agreement No 

 
c. Vendor’s Standard Support / Maintenance 

Agreement 
No 

 d. Professional Services Agreement No 

 e. Resume of Key Personnel No 

 f. Key Outside Consultants (Sub-Consultants) No 
 
 

1. TITLE PAGE  

 
The title page should include, at minimum, the following: 

 

• Name of Project – City of Lee’s Summit ERP Systems and Point Solutions for HRIS, 
Utility Billing, Applicant Tracking, Project Accounting and Training 

• Submitted by - Company’s Name 

• Date of Submittal 

• Copy x of 8 – “x” indicating the specific copy number for each of the 8 printed copies 
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2. LETTER OF TRANSMITTAL FOR REQUEST FOR PROPOSAL  

 
The transmittal letter will: 
 

• Indicate the intention of the vendor to adhere to the provisions described in the RFP 
without modification; Vendor should include a signature line for Contract Compliance.  

• Identify the submitting organization; 

• Identify the person, by name and title, authorized to contractually obligate the 
organization;  

• For Point Solution vendors, identify the type of application being submitted; 

• Identify the contact person responsible for this response, specifying name, title, mailing 
address, phone, fax, and email address; 

• Explicitly indicate review and acceptance of the City of Lee’s Summit’s sample contract 
terms (see Part VI), and provide acknowledgement that the proposal submitted, including 
responses to the Requirements worksheets, will be included as part of the contract terms, 
and identify exceptions or "deal breakers"; 

• Acknowledge the proposal is considered firm for one hundred and eighty (180) days after 
the due date for receipt of proposals or receipt of the last best and final offer submitted; 

• Acknowledge completion of the Pricing Worksheets and submit a separate sealed envelope 

• Provide the original signature of the person authorized to contractually obligate the 
organization. 

• Signed by a company representative who is authorized to negotiate on behalf of the 
company. 

 

3. TABLE OF CONTENTS  
 

The table of contents should outline Sections 1.0 thru 12.0, as described previously in this section. 
 

4. EXECUTIVE SUMMARY  
 

Section 1 - The vendor will provide an Executive Summary that presents in brief, concise terms a 
summary level description of the contents of the proposal response. In addition, the vendor must 
clearly and specifically detail all exceptions to the exact requirements imposed by this RFP.  

 
5. COMPANY BACKGROUND AND EXPERIENCE  
 

Section 2 - This section of the proposal should establish the ability of the vendor to satisfactorily 
perform the required work by reasons of experience in performing work of a similar nature, 
demonstrated competence in the services to be performed, strength and stability of the firm, 
staffing capability, and record of meeting expectations on similar projects.  The City, at its option, 
may require a vendor to provide additional support and/or clarify requested information. 

 

In addition to completing Appendix D – Vendor Profile Questionnaire, the vendor should also 
provide: 

 

• A brief profile of the company 
� A brief description of the organization structure and primary products and services 

provided 
� Other major products or services offered 
� Company’s strategic direction in software design and support. 
� Company’s present and future strategy (general) regarding municipal government 
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clients and related the company’s products and service specific to those clients. 
� Company’s commitment and track record serving public sector clients. 

 

• A general description of the company’s financial condition 
� Provide three years of financial statements 
� Provide information regarding any pending litigation, contract defaults, planned office 

closures, impending mergers, bankruptcies, or other conditions related to the financial 
health of the company 

 

• Company’s experience in performing work of a similar nature to that solicited in this RFP 
� Highlight participation in such work by the key personnel proposed for assignment to 

this project. 
 

6. WORK AUTHORIZATION 

 
Section 3 - As a condition for the award of any contract in excess of five thousand dollars ($5,000), 
the Contractor or business entity, as defined in § 285.530, RSMo, shall, by sworn affidavit affirming 
that it does not knowingly employ any person who is an unauthorized alien and provision of 
documentation, affirm its enrollment and participation in a federal work authorization program with 
respect to the employees working in connection with this contract.   
 
Bidders must sign an Affidavit and provide documentation of participation in a federal work 
authorization program, such as E-Verify, http://www.dhs.gov/everify, which is a FREE internet-
based system operated by the Department of Homeland Security, U.S. Citizenship and 
Immigration Services that allow employers to verify the employment eligibility of their 
employees, regardless of citizenship.  Based on information provided by employees on their Form 
I-9, E-Verify checks the information electronically against records contained in DHS and Social 
Security Administration databases. Letter from bidders reciting compliance is not sufficient.   
 
There are penalties for employing an unauthorized alien, including suspension of the contractor’s 
business license, termination of the contract, debarment from City and State work for a period of 
three years or permanently, and withholding 25% of the total amount due the contractor. 

 

7. PROJECT UNDERSTANDING  

 
Section 4 - This part of the Proposal shall contain a description of how the vendor intends to 
organize its approach to the project.  The vendor should discuss how its software solution meets 
the City’s requirement for an integrated system, as requested in this RFP.  The vendor shall relate 
how it perceives its role in carrying out the responsibilities required by this implementation.  The 
vendor shall also provide examples of challenges encountered on similar engagements and discuss 
their approach in handling some of the specific challenges and opportunities it foresees for this 
project.  

 

8. PROJECT STAFFING AND ORGANIZATION  

 
Section 5 - This section shall identify key personnel who will be assigned to the project, assuming 
a September, 2010 start date. An organization chart for the project shall be provided.  The chart 
shall indicate how the vendor intends to structure the project effort, and identify the Project 
Director/Engagement Manager, Project Manager, Technical Team Members, Trainers and all 
other key personnel.  
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The Project Manager designated by the vendor shall have the overall responsibility to the City. 
The Project Manager shall have the responsibility for the day-to-day communications with the 
City, to coordinate the activities of the installation and implementation team, and to accomplish 
the scope of work within the contract budget and project schedule.  The Project Manager must 

have at least three (3) years of experience in administering project management services of 
the proposed software in a public entity. A resume of the Project Manager must be provided 
detailing the work history for the last 10 years.  The Project Manager must have PMP certification 
or evidence of sufficient PMI certified project management training to completely satisfy the 
education requirement of a PMP certification track. 

 

Each team member included in the project organization chart shall be identified by name, and a 
resume or profile shall be provided for each key person.  Each resume or profile shall be complete 
and concise, featuring experience that is most relevant to the task responsibility the individual will 
be assigned.  If an individual is assigned to more than one position, the relevant experience shall 
be indicated for each task assigned. The project technical team must have a minimum of three 

(3) years of experience with an installation of the current (or one previous) version of the 

proposed software. 
 

Point Solution vendors must describe their project management and implementation methodology 
and how it fits in with the entire project, including but not limited to timing, roles and 
responsibilities, data conversion/interface, testing, training, and go-live.  
 
For all proposed project team members, please also indicate other projects these individuals will 
most likely be engaged in at the time this project commences, as well as anticipated completion 
dates for those other projects, and how that may impact the amount of time the individuals will be 
spending on the City of Lee’s Summit’s implementation.  Please also indicate the anticipated 
percentage of time each team member will be dedicated to the City of Lee’s Summit’s 
implementation throughout the course of the project. 
 

The specific staff identified in the original Proposal may not be changed prior to commencement 
of work or during the course of the project without the specific approval of the City and two week 
notice. Replacement candidates must have the same or higher level of similar experience as the 
original project team member they replace.  Resumes of replacements shall be submitted with all 
applicable information.   

 

9. PROJECT WORK PLAN AND SCHEDULE  

 
Section 6 - In this part, the vendor is requested to provide details of its methodology and 
implementation strategy along with a schedule for the performance of the tasks identified in Part 
II, Scope of Work, of this RFP.  The Work Plan shall provide a narrative description of the plan 
for implementing the work tasks as well as any substantive or procedural innovations used by the 
vendor on similar projects that are applicable to the services described in this RFP.  The Work 
Plan and Schedule shall take into consideration the City resources to be provided, including its 
independent on-site Project Management team. It is anticipated that the City will assign 16 FTE 

project members focused on supporting the project and a Project Manager. In addition to the 

City’s Project Manager, the City will also hire an independent project oversight manager to 

provide verification and validation services for the implementation. 
 

The Work Plan and Schedule shall address the following (Note: Please reference Part II, Scope of 
Work, for additional details on the following components): 

 

1. Detailed Implementation schedule, assuming a September, 2010 project start date 
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2. Project Management Services 
3. Planning 
4. Implementation 
5. System Integration Plan 
6. Data Conversion  Plan 
7. Data / System Interface Plan 
8. Test Plan 
9. Training Plan 
10. Documentation  
11. System Deployment 
12. Pre and Post Go-Live Support  

 

The Work Plan and Schedule must be prepared with suggested major tasks and payment 
milestones which include City acceptance review.  These payment milestones should clearly 
identify quantifiable, measurable, sub-tasks to allow determination of milestone completion status 
during all phases of the project. The Schedule should indicate critical path tasks and dependencies 
between tasks. 

 

The Work Plan and Schedule should be of sufficient detail to provide the City the necessary task, 
resource, and sequence information to allow for logistics and staff allocation planning. The 
vendor’s Work Plan must state any facilities, data, and other requirements that the City will be 
expected to provide.   

 

The Work Plan must address whether the vendor is planning on partnering with other system 
integrators or point solutions vendors. If so, the partnering arrangement, roles and responsibilities 
and primary point of contact must be clearly defined. 
 

The City understands that each vendor will have their own implementation methodology derived 
from their industry experience and software requirements.  It is the desire of the City to have 
consistency of detail within the Work Plan and Schedule across respondents to allow for an 
objective determination by staff as to the quality and feasibility of each respondent’s Work Plan 
and Schedule. 
 

The Work Plan should be created in Microsoft Word and the Schedule must be created in Gantt 
chart format using Microsoft Project.  At a minimum, this chart must show phases, tasks, sub-
tasks, and staff utilization (including City and Independent Consultant Project Management 
resources). The City may request task expansion or contraction, additional task details, and/or 
scheduling modifications within the Work Plan or Schedule prior to award of the contract.  The 
City may require vendor to perform Project Management activities on a web-based Project 
Management tool or portal to enhance review and collaboration. 
 

The vendor’s plan should specify the recommended time period for each phase. The vendor 
should cite instances of actual implementation time frames (where the proposed strategy was 
applied) on previous similar engagements.  

 

The Work Plan must include the proposed responsibilities of the Project Manager. The Work Plan 
must describe the vendor's program control methods for demonstrating vendor's performance, 
adherence to and control of the project schedule and budget. 

 

The Work Plan must describe the vendor’s commitment of resources for Technical and 
Functional-area Team Members.  This Team consists of the experts in the various modules of the 
proposed software for the City.  The Work Plan and Schedule must display the amount and timing 
of the proposed effort within the project milestones.  
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The vendor’s Work Plan should list any specialized system personnel that would be required at the 
City to maintain and operate the proposed system. 
 

The Work Plan must include time and activities set aside to revise the City’s existing practices to 
best utilize the proposed software’s functionality.  The City recognizes that improvements in 
structure and processes can be as beneficial as improvements in technology.  Accordingly, the 
vendor’s experience with similar organizations and “Industry Best Practices” is important to the 
City and should be reflected in the Work Plan and Schedule.   
 

The Project Work Plan and Schedule must include the time and resource commitment for testing 
and accepting the system components and configuration within the City’s simulated production 
environment.  The vendor must include the testing and acceptance strategies in the proposed 

Work Plan. 
 

The Work Plan must include the vendor's recommended Training Plan for end users of the 
selected software and for IT staff responsible for ongoing system maintenance and support. The 
plan must include detailed listings of training programs for technical staff, configuration staff/core 
users, senior management and information/end users.  Additionally, the Work Plan must state the 
method of training (instructor-led hands-on classroom training, train-the-trainer, offsite public 
classroom training, web-based training, etc.), the number of training hours to be provided, and the 
size of the recommended number of participants in each training program and the infrastructure 
and systems required.  The Work Plan Schedule must show the type of training provided and the 
hours of commitment for each implementation phase.  

 

The Work Plan and Schedule must include the vendor’s recommended Deployment Plan for 
converting from the testing environment to the “live mode” of operation.  This effort must 
describe the final steps of the process and the amount of resources required to successfully 
complete this task.  The procedure must include vendor’s site preparation, roll-out, migration, 
turnover to production and organizational transition strategies.  It must also include contingency 
plans for falling back to the old system should there be an unexpected problem with the new 
system. 
 

The Work Plan must include a description of the vendor's post-implementation technical support 
programs.  This must include the types of programs available, the hours and days of operation and 
information on response time for urgent and non-urgent assistance requests.  Full details of the 
Service Level Agreements offered should be provided, including penalties for non-compliance. 
 
For Point Solution vendors, their Work Plan must also address how they plan to coordinate their 
implementation efforts with the overall Work Plan. 
 
Although the City is requesting a Work Plan as part of the RFP response, it recognizes that the 
vendors may need to refine the Work Plan in order to use it as a management tool during 
implementation. The City expects the selected vendor(s) to develop a detailed Work Plan as part 
to their Scope of Work and to be submitted no later than 30 days after execution of the contract.  
 

 

10. SYSTEM AND TECHNICAL DESCRIPTION  

 
Section 7 - Vendors should address the following:  
 

Overview of System Description 
• Identify the supplied software modules, system architecture and development tools. 
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• Discuss how each of the components identified in the table in “Part II/Section 2. Software 
Solution” will be addressed.  Please indicate where modules are available “out of the box” 
versus modules that would primarily require custom development or 3rd party solutions.   

• Discuss whether your system currently supports the use of an open source alternative to the 
Microsoft Office Suite such as OpenOffice. If not, do you have any upcoming plans to 
address any open source solutions? 

• Identify other software that is required for the proposed solution. 
• Identify the recommended hardware for all environments, including test, training, production, 

and disaster recovery. 
• Describe recommended redundancy and fault tolerance guidelines. 
• Identify any additional recommended operating environments: production, test, training, 

disaster recovery, etc. 
• Describe the application security environment. 
• Describe your future direction and plans for the software. 
• Describe how program exits or other external process logic is applied to the system. 
• Describe all pre-existing interface points. 
• Describe your approach to writing and managing interfaces in general and specifically how 

these are incorporated into the product lifecycle. 
• Identify existing functional deficiencies based on the scope and requirements. 
• Describe the required skills and resources needed by the City to technically support and 

maintain the system. 
• Describe your upgrade policies, frequencies and costs. 
• Describe software licensing (server, user, processor based, etc.) 
• Describe warranty and support. 

 

Detailed Technical Description  
This section should contain all pertinent information about the proposed hardware and operating 
system, utilities, and tools used in the development of the software, the database management 
system, the user interface, and the architecture of the system.  At a minimum, the vendor shall 
discuss the following: (Point Solution vendors should only address those areas that pertain to 
them.) 
 

 

• Scalability – analyze current and projected future system volumes 
• Security – comply with City mandated security protocols and standards that apply 
• Provide your recommendation on Redundancy and Business Continuity/Disaster Recovery to 

provide full recovery 
• Describe your data storage and archiving capabilities 
• Required system capacity and performance - recommend the hardware solution to handle the 

transaction and user load based on the information provided in this RFP and accompanying 
Requirements worksheets 

• Presentation architecture – technology such as browser-based, thin-client, smart-client; client-
server; etc. 

• Application configuration and support components – (application development tool kit, load 
testing, automated scheduling, utilities to monitor resource utilization, web development tool 
kit, report generation scripts, audit and system logging, migration/change control tools, etc.) 

• Database architecture - utilize utilities for database performance monitoring and tuning that 
comply with industry standards 

• Database performance and optimization – load balancing and/or clustering ability for 
extended scalability and performance 

• Database integrity – history tracking within the database, logging options, record locking, etc. 
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• Server architecture – include a full description of the recommended and supported hardware 
solutions for all environments such as test, training, disaster recovery, production, etc. In 
addition to providing the “Recommended System Requirements”, please also provide the 
“Minimum System Requirements” for each environment needed by the City to achieve the 
requirements detailed in this RFP 

• Network architecture – include the preferred network topology, hardware and software 
required to achieve this architecture 

• Configuration tool kit – include Database Configuration Tools, Business Process 
Management Tools, User Interface Management Tools, etc. 

• Any applicable system diagrams to more clearly explain requirements and options. 
• End user experience – include expected response time benchmark test results based on 

recommended configuration. 
 

11. SYSTEM FUNCTIONALITY  

 
Section 8 - This section should address the detailed attributes of the application software.  In 
Appendix A of this RFP, we refer to the requirements worksheets that define needs for the new 
system by functional area.  Vendors will be rated how well they can meet each need by indicating 
whether they can support the functionality “out-of-the-box”, with modifications, via a third party 
solution, via customization, in a future release, or not at all.    The requirements worksheets can be 
downloaded from the City’s website – please see Appendix A for further information. Point 
Solution vendors should only address only functional areas that pertain to them. 
 

 

INSTRUCTIONS RATING LEGEND 

Complete the worksheet by placing 
an X in the appropriate column for 
each criterion.  The X's should 
represent the current state of a 
particular product or service. 

SUP Supported as delivered "out-of-the-box" 

MODSupported via modifications (screen configurations, reports, GUI tailoring, etc) 

3RD Supported via a third party solution 

CST Supported via customization (changes to source code) 

FUT 
Will be supported in a future release (within 18 months of response date) 

NS Not supported   

 

Vendors are required to complete the Requirements worksheets and include them with their 
submittal in the following formats: 

• In hard copy as an Appendix to the proposal.    
• In electronic format (Microsoft Excel).  
 

12. SOFTWARE MAINTENANCE, UPDATES, AND CUSTOMER SUPPORT  

 
Section 9 - At a minimum, the proposal must include information and pricing associated with all 
aspects of ongoing support and maintenance activities. This proposed support must include: 
software maintenance, product help desk 24/7, product fixes, product enhancements and regular 
product releases based on a defined on-going maintenance fee.  The vendor should discuss its 
upgrade policies and upgrade history of the proposed solution.  The vendor must have the ability 
to connect to the customer’s system remotely to diagnose and correct problems real-time. The 
vendor should describe the process for the City of Lee’s Summit to request future product 
enhancements.  The vendor must propose the on-going costs for product maintenance and 
upgrades for a 5 year period in the pricing response.  Software Maintenance and Support Services 
agreements will commence once the application has been accepted into production/go-live.   
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The vendor is also requested to provide details of its software maintenance and update 
methodology, including how software updates are distributed and recommended approaches for 
the City to test and install software updates prior to rolling them into production.  The vendor 
should provide information regarding the types of vendor and City skill sets required to implement 
incremental and major updates to the City’s production environment as well as how the vendor 
recommends ensuring that custom configuration and custom code is addressed during the upgrade 
to ensure that no City-specific changes are lost.  The vendor should also describe the Quality 
Assurance measures in place to ensure code is thoroughly tested prior to releasing it to the City.   

 

Additionally, the vendor should discuss how much influence customers have in product direction, 
including technology used, enhancements, and new features, including the process used to provide 
input, feedback, and software roadmap reviews. 
 

Vendors should also provide details on their Technical Support and Help Desk infrastructure, 
staffing levels, organizational structure, and abilities, including hours of operation, issue 
management and tracking tools, service level agreements, and a general description on how the 
City would interact with Technical Support and Help Desk staff.   

 

13. COST PROPOSAL  

 
Section 10 - Pricing is an important aspect of the overall evaluation of the vendor’s response.  
Included in Appendix B of this RFP are descriptions of the 7 pricing templates that must be used 
to provide the cost of the solution.  Failure to use the provided pricing templates may characterize 
the response as non-responsive and preclude the vendor from further consideration in this 
procurement.  Please price the solution as accurately as possible as it may become the basis for the 
solution price.  Please provide the level of detail as defined in the pricing templates.  Clarification 
will be sought for incomplete responses.   
 

The vendor shall submit a “not-to-exceed” amount in the “Service Cost Worksheet” to perform 
implementation, integration, roll-out, and other work identified in this RFP.  

 

The City also requires each vendor to use the “Hourly Rate Price Sheet” template to provide a rate 
schedule for each type of resource being proposed that will be used to price any out-of-scope work 
that arises during implementation of the proposed solution.  These rates will remain in effect for 
the duration of the implementation effort. 
 

In addition to using these templates to provide the specific information requested, the vendor is 
expected to use their own document format to discuss any additional information or supporting 
schedules that would clarify any ambiguities and assist the City in obtaining a better 
understanding of the vendor’s cost philosophy. Please note that the templates must be completed – 
only additional clarifications to pricing should be discussed outside of the templates.  
 
Point Solution vendors need to fill out the Pricing Sheets for only those components that pertain to 
them. 
 
 

14. CLIENT REFERENCES  

 
Section 11 - Vendors should provide at least five (5) client references, at least two (2) of which 
must be from cities where an ERP System was implemented, that most closely reflect similar 
projects to the scope of work for the City of Lee’s Summit, as described in this RFP.  These 
references should be sites at which the software has been fully implemented within the past 3 
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years.  List the “breadth” of the software solution (e.g., GL, AP, Grants, Project Accounting, 
Payroll/HR etc.).  The City prefers references for previous implementation of the same base 
version that will be proposed for the City (i.e. if the vendor is proposing version 8.5, references for 
versions 8.0 thru 8.5 would be preferred).  Please use the Client Reference form provided on the 
City’s website.  

 

For each reference listed, vendor must disclose if it has offered or provided any benefits, products, 
discounts or other in-kind services/products to the reference in exchange for fulfilling the role of 
providing a customer reference. 

 

15. VENDOR PROFILE  

 
Section 12 - Under this section, vendors shall complete the Vendor Profile Questionnaire referred 
to in Appendix D of this RFP.  If multiple firms or sub-contractors are being proposed, please 
complete a Vendor Profile Questionnaire for each firm / sub-contractor company as well. 

 

16. APPENDICES  

 
Section 13 - Under this section, vendors shall provide the following required documents: 

 

• Addenda (if applicable) 
• Software Licensing Agreement 
• Standard Support/Maintenance Agreement 
• Professional Services Agreements 
• Key Outside Consultants (Sub-Consultants) – See form provided under Appendix G 

 

Additionally, vendors shall carefully examine the RFP for required documentation not specifically 
covered in subsections 1 thru 15, and shall also place such documentation in the Appendix.  
Information considered by the vendor to be pertinent to this project, but not specifically requested 
in this RFP, may also be placed in the appendix.  The vendor is reminded that this is not an 
invitation to submit voluminous amounts of extraneous material. Examples of documents to be 
included in this section include: 

 

• Sample from Training Manual 

• Sample Standard Reports 

• Sample of Actual Implementation Plan (used at previous client sites) 
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PART VI 

CITY OF LEE’S SUMMIT SAMPLE CONTRACT 
 

The City has included with this RFP a sample agreement for the services requested. This sample is 
provided for illustrative purposes only.  The City reserves the right to submit a contract which 
differs from the following example. 

 

SAMPLE SERVICE AGREEMENT 

FOR____________________________________ 
 

This AGREEMENT made and entered into this _____ day of ______ 20__, by and between the City of Lee’s Summit, 
Missouri, a Municipal Corporation of the State of Missouri, hereinafter referred to as “City,” and ______, a _______ of the 
State of ______, hereafter referred to as “Service Provider.”  Witnesseth, that: 
 
WHEREAS, Service Provider has offered to provide the services described in Exhibit A, in consideration of the payment terms 
described in Exhibit B, subject to the General Conditions described in Exhibit C; and 
 
 WHEREAS, City desires to engage Service Provider to perform such services. 
 
 NOW, THEREFORE, in consideration of the mutual covenants and considerations herein contained, IT IS HEREBY 
AGREED by the parties hereto as follows: 
 
1. City employs Service Provider to perform the services hereinafter set forth. 
 
2. Services.  The Service Provider represents that it is equipped, competent, and able to perform, and that it will perform all 
services hereinafter set forth in a diligent, competent, and workmanlike manner.  Service Provider will perform all such 
services in accordance with the following provisions, incorporated into this Agreement as if set forth in full herein: City’s 
Request for Proposal No. ________ (hereinafter “RFP”); the Service Provider’s Response to the RFP, (“Proposal”); Scope of 
Services ("Scope"), attached hereto as Exhibit A; Payment Terms, attached hereto as Exhibit B; General Conditions, attached 
hereto as Exhibit C.  Where the terms of the RFP or the Proposal conflict with anything in Exhibits A, B, or C, the terms of the 
Exhibits shall control. 
 
3. Amount Not To Exceed.  It is expressly understood that in no event will the total compensation to be paid to the 
Service Provider under the terms of this contract for the services set forth in the Scope, and for reimbursement of authorized 
expenses, exceed the sum of _________________________________________ Dollars ($____________). If additional 
services are requested by the City, the Service Provider will prepare and submit to the City an estimate of the total cost 
associated with such additional services.  The City will review and approve in writing such cost estimate for additional 
services, and the total compensation and reimbursement to be paid by the City to the Service Provider for such approved 
additional services shall not exceed the approved amount.  Service Provider’s fees for additional services shall be billed on an 
hourly basis as Service Provider’s current standard rates, which will in no event exceed the amount approved by the City in 
writing for such additional services.   
 
4. The term of this Agreement shall be _____ from the date first written above.  The City may, at its option, renew the 
Agreement for up to _______ by giving written notice to the Service Provider. 
 
5. This agreement shall be binding on the parties thereto only after it has been duly executed and approved by the City and the 
Service Provider. 
 
Authorized Signatures from both Successful Firm and City 
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PART VII 

OTHER LEGAL TERMS AND REQUIREMENTS OF THE CITY OF LEE’S SUMMIT 
 

1. GENERAL CONDITIONS 

  

GENERAL CONDITIONS 

GOVERNING RESPONSES AND SUBSEQUENT CONTRACTS 

City of Lee's Summit, MO 
 

1. SCOPE: The following terms and conditions, unless otherwise modified by the City of Lee's 
Summit within this document, shall govern the submission of proposals and subsequent contracts. 
The City of Lee's Summit reserves the right to reject any proposal that takes exception to these 
conditions. 

 
2. DEFINITIONS AS USED HEREIN:  
 

(a) The term "request for proposal" means a solicitation of a formal, sealed proposal. 
(b) The term "respondent" means the person, firm or corporation who submits a formal sealed 

proposal. 
(c) The term "City" means City of Lee's Summit, MO. 
(d) The term "City Council" means the governing body of the City of Lee's Summit, MO. The term 

“Board” means the governing body of the City of Lee’s Summit Parks and Recreation Board. The 
term “Board Administrator” means the Parks and Recreation Board’s department administrator. 

(e) The term "contractor" means the respondent awarded a contract under this proposal. 
 
3. COMPLETING PROPOSAL: All information must be legible. Any and all corrections and/or 

erasures must be initialed. Each proposal must be signed in ink by an authorized representative of 
the respondent and required information must be provided. The contents of the proposal submitted 
by the successful respondent of this RFP will become a part of any contract award as a result of this 
solicitation. 

 
4. REQUEST FOR INFORMATION: Any requests for clarification of additional information deemed 

necessary by any respondent to present a proper proposal shall be submitted in writing to the 
Purchasing Office, 220 S.E. Green Street, Lee's Summit, MO 64063, referencing this RFP number, a 
minimum of five (5) calendar days prior to the proposal submission date. Any request received after 
the above stated deadline will not be considered. All requests received prior to the above stated 
deadline will be responded to in writing by the City in the form of an addendum addressed to all 
prospective respondents. 

 
5. CONFIDENTIALITY OF PROPOSAL INFORMATION: Each proposal must be submitted in or 

under cover of a sealed envelope to provide confidentiality of the information enclosed. The 
envelope should be sealed and clearly marked with RFP number and the name of the project. 

 
 All proposals and supporting documents will remain confidential until a final contract has been 

executed. Information that discloses proprietary or financial information submitted in response to 
qualification statements will not become public information. This is in accordance with the Missouri 
Sunshine Law. 

 
6. SUBMISSION OF PROPOSAL: Proposals are to be sealed and submitted to the Purchasing Office, 

220 S.E. Green Street, Lee's Summit, MO 64063, prior to the date and time indicated on the cover 
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sheet. At such time, all proposals received will be formally opened. The opening will consist of only 
the name and address recording of respondents. 

 
7. ADDENDA: All changes, additions and/or clarifications in connection with this proposal will be 

issued by the Purchasing office in the form of a written addendum. Submit EQUAL number of 
signed addendum with the number of proposals required. Verbal responses and/or representations 
shall not be binding on the City. 

 
8. LATE PROPOSALS AND MODIFICATION OR WITHDRAWALS: Proposals received after the 

date and time indicated on the cover sheet shall not be considered. 
 
 Proposals may be withdrawn or modified in writing prior to the proposal submission deadline.  

Proposals that are resubmitted or modified must be sealed and submitted to the Purchasing Office 
prior to the proposal submission deadline.  Each respondent may submit only one (1) response to 
this proposal. 

 
9. BONDS: When a Bond is required it shall be executed with the proper sureties, through a company 

licensed to operate in the State of Missouri, and hold a current Certificate of Authority as an 
acceptable surety under 31 CFR Part 223 (and be listed on the current U.S. Department of the 
Treasury Circular 570 and have at least A Best's rating and a FPR9 or better financial performance 
rating per the current A.M. Best Company ratings.) 

 
10. NEGOTIATION: The City reserves the right to negotiate any and all elements of this proposal. 
 
11. TERMINATION: Subject to the provisions below, any contract derived from this Request For 

Proposal may be terminated by either party upon thirty (30) days advance written notice to the other 
party; but if any work or service hereunder is in progress, but not completed as of the date of 
termination, then said contract may be extended upon written approval of the City until said work or 
services are completed and accepted. 

 
(a) TERMINATION FOR CONVENIENCE: In the event that the contract is terminated or cancelled 

upon request and for the convenience of the City, without the required thirty (30) days advance 
written notice, then the City shall negotiate reasonable termination costs, if applicable. 

(b) TERMINATION FOR CAUSE: Termination by the City for cause, default or negligence on the 
part of the contractor shall be excluded from the foregoing provision; termination costs, if any, 
shall not apply. The thirty (30) days advance notice requirement is waived in the event of 
Termination for Cause. 

(c) TERMINATION DUE TO UNAVAILABILITY OF FUNDS IN SUCCEEDING FISCAL 
YEARS: When funds are not appropriated or otherwise made available to support continuation of 
performance in a subsequent fiscal year, the contract shall be cancelled and the contractor shall be 
reimbursed for the reasonable value of any nonrecurring costs incurred but not amortized in the 
price of the supplies or services delivered under the contract. 

 
12. TAX EXEMPT: The City and its Agencies are exempt from State and local sales taxes.  Sites of all 

transactions derived from this proposal shall be deemed to have been accomplished within the State 
of Missouri. 

 
13. SAFETY: All practices, materials, supplies, and equipment shall comply with the Federal 

Occupational Safety and Health Act, as well as any pertinent Federal, State and/or local safety or 
environmental codes. 
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14. RIGHTS RESERVED: The City reserves the right to reject any or all proposals, to waive any minor 

informality or irregularity in any proposal, and to make award to the response deemed to be most 
advantageous to the City. 

 
15. RESPONDENT PROHIBITED: Respondents are prohibited from assigning, transferring, 

conveying, subletting, or otherwise disposing of this proposal or any resultant agreement or its 
rights, title, or interest therein or its power to execute such agreement to any other person, company 
or corporation without the previous written approval of the City. 

 
16. DISCLAIMER OF LIABILITY: The City, or any of its agencies, will not hold harmless or 

indemnify any respondent for any liability whatsoever. 
 
17. INDEMNITY AND HOLD HARMLESS: Service Provider agrees to indemnify, release, defend, 

and forever hold harmless the City, its officers, agents, employees, and elected officials, each in their 
official and individual capacities, from and against all claims, demands, damages, loss or liabilities, 
including costs, expenses, and attorneys fees incurred in the defense of such claims, demands, 
damages, losses or liabilities, or incurred in the establishment of the right to indemnity hereunder, 
caused in whole or in part by Service Provider, his sub-contractors, employees or agents, and arising 
out of services performed by Service Provider, his subcontractors, employees or agents under  this 
contract.  

 
18. LAW GOVERNING: All contractual agreements shall be subject to, governed by, and construed 

according to the laws of the State of Missouri.  Any dispute regarding this contractual agreement 
shall be decided by a Missouri Court. 

 
19. COMPLIANCE WITH APPLICABLE LAW: Contractor shall comply with all federal, state or local 

laws, ordinances, rules, regulations and administrative orders, including but not limited to Wage, 
Labor, Unauthorized Aliens, EEO and OSHA-type requirements which are applicable to 
Contractor’s performance under this contract.  Contractor shall indemnify and hold the City 
harmless on account of any violations thereof relating to Contractor’s performance under this 
contract, including imposition of fines and penalties which result from the violation of such laws. 

 
20. ANTI-DISCRIMINATION CLAUSE: No respondent on this request shall in any way, directly or 

indirectly discriminate against any person because of age, race, color, handicap, sex, national origin, 
or religious creed. 

 
21. DOMESTIC PRODUCTS: The City of Lee’s Summit has adopted a formal written policy to 

encourage the purchase of products manufactured or produced in the United States (City of Lee’s 
Summit Resolution No. 87-18, MO. State Statute No. 34.353, Section 3, (5). 

 
23. CONFLICTS: No salaried officer or employee of the City and no member of the City Council shall 

have a financial interest, direct or indirect, in this contract.  A violation of this provision renders the 
contract void.  Federal conflict of interest regulations and applicable provisions of Sections 105.450 
– 105.496 shall not be violated.  Contractor covenants that it presently has no interest and shall not 
acquire any interest, direct or indirect, which would conflict in any manner or degree with the 
performance of services to be performed under this contract.  The Contractor further covenants that 
in the performance of this contract no person having such interest shall be employed. 

 
24. DEBARMENT: By submission of its response, the Contractor certifies that neither it nor its 
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principals is presently debarred or suspended by any Federal Department or agency, including listing 
in the U.S. General Services Administration’s List of Parties Excluded from Federal Procurement or 
Non-Procurement programs; or if the amount of this response is equal to in excess of $100,000, that 
neither it nor its principals nor its subcontractors receiving sub-awards equal to or in excess of 
$100,000 is presently disbarred, suspended, proposed for debarment, declared ineligible or 
voluntarily excluded from participation in this transaction by an Federal Department , agency or 
prevision of law.  If the Contractor is unable to certify any of the statements in this certification, the 
responder must attach an explanation to its response. 

 
24. FUND ALLOCATION: Continuance of any resulting Agreement, Contract, or issuance of Purchase 

Orders is contingent upon the available funding and allocation of City funds.  The Contractor 
understands that the obligation of the City to pay for goods and/or services under the contract is 
limited to payment from available revenues and shall constitute a current expense of the City and 
shall not in any way be construed to be a debt of the City in contravention of any applicable 
constitutional or statutory limitations or requirements concerning the creation of indebtedness by the 
City nor shall anything contained in the contract constitute a pledge of the general tax revenues, 
funds or moneys of the City, and all provisions of the contract shall be construed so as to give effect 
to such intent. 

 

2. INSURANCE  
 
The firm shall be required to maintain and carry in force, for the duration of the contract, insurance 
coverage of the types and minimum liability as set forth below: 

 

a. PROFESSIONAL LIABILITY 
 

Professional liability insurance protection must be carried by the firm, for the duration of the contract, 
in the minimum amount of $1,000,000.00 including errors and/or omissions. 

 

b. COMMERCIAL GENERAL LIABILITY 
 

Limits: 
Each Occurrence:     $1,000,000 
Personal & Advertising Injury:   $1,000,000 
Products/Completed Operations Aggregate:  $1,000,000 
General Aggregate:     $1,000,000 

 

Policy must include the following conditions: 
Contractual Liability 
Products/Completed Operations 
Personal/Advertising Injury 
Independent Contractors 
Additional Insured: City of Lee's Summit, Missouri 

 

c. AUTOMOBILE LIABILITY 
Policy shall protect the consultant against claims for bodily injury and/or property damage arising out 
of the ownership or use of any owned, hired and/or non-owned vehicle and must include protection 
for either: 

 

1. Any Auto 
or 

2. All Owned Autos; Hired Autos; and Non-Owned Autos 
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Limits of auto liability insurance shall be the same as required in the Commercial General Liability 
section with the exception of the City being named as additional insured. 

 

d. WORKERS' COMPENSATION 
This insurance shall protect the consultant against all claims under applicable State Workers' 
Compensation Laws.  The consultant shall also be protected against claims for injury, disease or 
death of employees which, for any reason, may not fall within the provisions of a Workers' 
Compensation Law.  The policy limits shall not be less than the following: 
 

Workers' Compensation:    Statutory 
Employer's Liability: 
Bodily Injury by Accident:    $ 100,000 Each Accident 
Bodily Injury by Disease:    $ 500,000 Policy Limit 
Bodily Injury by Disease:    $ 100,000 Each Employee 

 

Before, entering into contract, the successful firm shall furnish to the City of Lee's Summit Purchasing Office a 
Certificate of Insurance verifying all of the foregoing coverage and identifying the City of Lee's Summit as an 
"additional insured" on both the general liability and automobile policies.  This inclusion shall not make the 
City a partner or joint venture with the contract consultant in its operations hereunder. 

 

Prior to any material change or cancellation, the City of Lee's Summit will be given thirty (30) days advance 
notice by registered mail to the stated address of the certificate holder.  Further, the City will be immediately 
notified of any reduction or possible reduction in aggregate limits of any such policy where such reduction, 
when added to any previous reductions, would exceed 10% of the aggregate. 
 

In the event of an occurrence, it is further agreed that any insurance maintained by the City of Lee's Summit, 
shall apply in excess of and not contribute with insurance provided by policies named in this contract. 
 

The certificate holder on the Certificate of Insurance shall be as follows: 
 

City of Lee's Summit 
Purchasing Division 
220 S.E. Green Street 
Lee's Summit, MO  64063 -2358 

 

The City of Lee’s Summit does not need to be named as additional insured on any Auto Liability Insurance 
requirements. 

 

3. INVOICING AND PAYMENTS: 

 
a. Invoices shall be prepared and submitted in duplicate to the City of Lee's Summit, 220 S.E. Green Street, Lee's 

Summit, Missouri 64063.  Invoices shall contain the following information: contract number, item number, 
description of services, unit prices, and extended totals. 

 

Payment schedule is negotiable and should be based on mutually agreed upon milestones and deliverables.   

 

4. CONFLICT OF INTEREST  

 
Purpose. The City of Lee’s Summit expects its employees to exhibit ethical conduct above any 
reproach.  Employees shall not become involved in any situation involving receipt of gifts or other 
gratuities which creates a conflict of interest with that employee.  

 

Neutral Position. All of the business affairs of the City with all parties, including government 
officials, suppliers, customers, and competitors, shall always be conducted on an ethical, legal and 
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arm's–length basis. 
 

5. GIFTS  

 
Gifts/Payments. The City of Lee’s Summit expects its employees to exhibit ethical conduct above 
any reproach.  Employees shall not provide or accept payments or gifts for the purpose of securing 
preferential consideration for the City or as inducement to enter into any business transaction.  
Further, employees shall not become involved in any situation involving receipt of gifts or other 
gratuities which creates a conflict of interest with the employee.  The employee will be responsible 
for informing his/her direct supervisor whenever a gift has been offered, regardless if it was 
accepted or rejected 
 

6. TRAVEL  

 
501.1.1 Airfare- It is expected that the vendor will make travel arrangements that are reasonable 

in cost (i.e.: coach class versus first class, opportunities for discounts taken when 
available, etc.)  

 

Three quotes will be required when seeking reimbursement for airfare.  
 

501.1.2 Lodging- Lodging will be reimbursed for the nights the vendor is on City business.  
 

Lodging generally includes the cost of the room and any applicable taxes and charges.  
The following items are expressly excluded from reimbursement:  movies, bar and 
snack charges, room service, and costs associated with any family or guests that may be 
traveling with the vendor.  
 
It is expected that the vendor will make lodging arrangements that are reasonable in 
costs.  
 
Itemized lodging receipts will be required for reimbursement. . 

 

501.1.3 Meals and other incidentals- A per meal per diem (including reasonable tips) will be 
based on the rates contained in the IRS Publication in the “Standard Meal Allowance” 
Section for the Kansas City area. No alcohol purchases will be reimbursed.  

 
 

 

501.1.1 Ground Transportation - Expenses to rent a car will be reimbursed with receipts for the 
vendor when onsite.  
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APPENDICES 

RFP SUBMITTAL DOCUMENT AND FORMS 
 

APPENDIX A – REQUIREMENTS WORKSHEETS 
 

The “Requirements Worksheets” Excel file contains the requirements that are to be completed by the vendor 
and submitted in electronic (Microsoft Excel) as well as hard copy format. This document is available for 
download by accessing the City’s web site at http://cityofls.net/City-of-Lees-Summit/Business-With-the-
City/Contracts-Vendors-and-Bids.aspx, the City’s e-procurement system, Onvia-DemandStar at 
www.demandstar.com or by contacting the Purchasing Division at 816-969-1087. 
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APPENDIX B – PRICING WORKSHEETS 
 

The pricing worksheets are provided in Microsoft Excel and are available for download by accessing the 
City’s web site at http://cityofls.net/City-of-Lees-Summit/Business-With-the-City/Contracts-Vendors-and-
Bids.aspx, the City’s e-procurement system, Onvia-DemandStar at www.demandstar.com or by contacting 
the Purchasing Division at 816-969-1087. 
 
Each vendor is required to complete each of the supplied pricing worksheets to price their solution.  
Incomplete responses may be withdrawn from further consideration.  If additional space is needed to 
provide clarifications for any of the costs conveyed in the pricing worksheets, please include those 
additional details as part of your overall response to this Appendix B section.  
 

For those vendors who plan to partner with a system integrator or point solution vendor, please download 
additional relevant copies of the Pricing Worksheet and indicate clearly on the worksheet those costs that 
are associated with the partner.  
 

� Software Pricing Worksheet 
The vendor shall use the worksheets provided for all software and maintenance related costs.  Price 
should reflect the City’s desire to maintain production, test, training and disaster recovery 
environments.  
 
The software license and costs must allow the city to utilize the software via direct and remote access 
by the required number of users and departments of the city, affiliates or any other person or entity 
which the city needs to allow access in order to provide the services required of the system. 
 

Additionally, the vendor should use their own format to include a brief description of the software 
pricing methodology (license cost per seat, per named user, per module, per server, per 
site/organization, etc.).   

 

The vendor shall also include a brief description of the strategy for maintenance agreement pricing 
after the initial term of the maintenance agreement has ended or after additional software has been 
licensed.  
 

The specific tabs addressing software costs are provided in the following tabs within the Software 
Pricing Worksheets: 
 

• Software  

• 3rd Party Software  

• DBMS Software 
 

� Service Cost Worksheet 
The vendor shall include all costs associated with the implementation of the software solution in the 
worksheet provided.  
 

Service Costs cover all of the types of labor for each functional area that will be directly charged to the 
contract. The hourly rate associated with Service Costs shall represent the vendor’s fully loaded rate, 
including overhead and profit.  
 

Travel shall be itemized to include the number of trips, the number of people traveling, the estimated 
cost of the transportation (including mode), the meal and lodging cost of each traveler, etc. Actual 
travel expenses shall not exceed reasonable amounts as determined by the City based on the contract. 
 

� Hourly Rates of Proposed Staff 
The vendor shall provide the hourly rates of proposed staff in the Hourly Rates Price Sheet, including 
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staff from subcontractors, if any, that will participate during the implementation. 
 

� Proposed Payment Schedule 
The vendor shall use the Payment Schedule Worksheet to provide a payment schedule based on 
defined deliverables.  No payment shall be made in advance of work performed.  No less than the 
remaining twenty (20%) of the total purchase price shall be due upon final acceptance of the proposed 
system by the City. The proposed system shall be defined to be finally accepted by the City after the 
installation of the equipment, training, and successful completion of the following performance 
examinations: system hardware examination, software performance examination, system functional 
competence examination, system capacity examination, full-load processing capacity examination, 
system availability examination, approval of as-builts, training, and system documentation.  The City 
and its consultants shall be the sole judge of whether all conditions for Final Acceptance criteria have 
been met. 
 

� Hardware Cost Estimate 
The vendor shall use the Hardware Price Worksheet to submit all estimated costs associated with the 
hardware and operating system required to support the proposed solution. Estimates should reflect the 
City’s desire to maintain production, test, training and disaster recovery environments.  
 

Please Note: The City requests that hardware costs be provided primarily for informational purposes; 

and will not be considered when evaluating overall vendor costs. For vendors who do provide 

hardware, the City reserves the right to negotiate hardware purchases with the vendor directly or use 

other acquisition methods. 
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APPENDICES C, D, E, F, G, H   
 
The following Appendices are available in MS WORD format for download by accessing the City’s web site 
at http://cityofls.net/City-of-Lees-Summit/Business-With-the-City/Contracts-Vendors-and-Bids.aspx, the 
City’s e-procurement system, Onvia-DemandStar at www.demandstar.com or by contacting the Purchasing 
Division at 816-969-1087: 
 

• Appendix C – References 

• Appendix D – Vendor Profile Questionnaire 

• Appendix E – Resume of Key Personnel 

• Appendix F – Notification to Bid 

• Appendix G – Key Outside Consultants 

• Appendix H – Addenda Acknowledgement 
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APPENDIX I – NEEDS ASSESSMENT REPORTS 

 

The following files are a listing of the Needs Assessment Reports prepared by Schafer Consulting.  Please 
refer to the attachments to this PDF document for the viewable versions of each of these files. Vendors are 
encouraged to review these reports in order to provide a more accurate cost proposal for professional 
services.  
 
Needs Assessment Reports 

 

Accounts Payable NA 
report.pdf

     

Accounts Receivable 
NA report.pdf

     

Budget Management 
NA report.pdf

     

Capital Assets NA 
report.pdf

     

Cash Receipts NA 
report.pdf

     

Contract 
Management NA report.pdf

     

CRM NA report.pdf

     

General Ledger NA 
report.pdf

     

Grant Admin NA 
report.pdf

     

HR Applicant 
Tracking NA report.pdf

     

HR Benefits NA 
report.pdf

     

HR Leave 
Management NA report.pdf

     

HR Personnel Admin 
HR report.pdf

     

HR Position Control 
NA report.pdf

     

HR Risk Mgmt NA 
report.pdf

     

HR Timekeeping NA 
report.pdf

     

HR Training NA 
report.pdf

     

Inventory NA 
report.pdf

     

Payroll NA report.pdf

     

Projects NA 
report.pdf

    

Purchasing NA 
report.pdf

     

Storm Water NA 
report.pdf

     

Technology NA 
report.pdf

     

Utility Billing NA 
report.pdf

 
 

Visio Diagrams 

 

Budget Mgmt Visio 
Diagram.pdf

     

Payroll Visio 
Diagram.pdf

     

Procurement Visio 
Diagram.pdf

     

System Interface 
Visio Diagram.pdf
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 CURRENT PROCESS QUESTIONNAIRE 


Client: Lee’s Summit Functional Area: Accounts Payable 


Prepared by: Mike Martin Approved by:  


1. Does Client have a single system that records all the Accounts Payable (AP) activities?  


The City uses New World’s LOGOS system to record all Accounts Payable transactions.  Excel is 
used to augment certain AP functionalities, as described in the response to Question #3. 


2. Describe the overall purpose/functionality of the AP system. 


In general, the AP System performs the following activities: 


• Maintains a master vendor file (initial setup is performed by both Accounts Payable and 
Purchasing.  All changes are performed by Accounts Payable) 


• Processes invoices and prepares batch files for check processing 


• Keeps detailed invoice information 


• Provides reporting and inquiry capabilities  


• Provides  AP check processor 


• Provides check reconciliation  


• Provides 1099 processor 


3. Does Client have any standalone systems (including other applications and spreadsheets) that 
are needed to help employees perform AP tasks?  If so, please list these other systems. 


The City uses Excel to help them perform several AP related tasks.  These include: 


• The calculation of departmental charges for metered services, such as copier machines, 
utilities, and postage. 


• Credit card transactions are loaded into Excel from a file that is received from the bank.  
Excel is then used to group the transactions into departmental charge lists.  AP distributes 
the lists to the departments for the assignment of transaction descriptions, account 
numbers, and departmental approval.   


• The reconciliation of outstanding invoices to the vendor statements. 


4. What functionalities are provided by these other system(s)?  Why are they outside of the main 
system? How is data from the standalone system(s) interfaced to the main AP system? 


Excel is primarily used to allow for the download and manipulation of AP data from external 
systems before it is entered into New World.  For example: 


• Metered Charges:  Information is extracted from the copier and postage systems into Excel 
spreadsheets.  This information is then summarized and account numbers are added before 
manual entries are made to create transactions in New World for the metered charges.   


• Credit Card Charges:  A raw file is received from the bank that is loaded to Excel for 
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 CURRENT PROCESS QUESTIONNAIRE 


Client: Lee’s Summit Functional Area: Accounts Payable 


Prepared by: Mike Martin Approved by:  


manipulation.  Account numbers and descriptions are added, approval is obtained, and the 
file is formatted and uploaded to New World through a csv file. 


5. Do the standalone system(s) hold the same information as the main AP system? If not, how 
much time is spent on reconciliation activities? Which system is more correct? 


As mentioned previously, Excel is used for the preparation of certain AP data so that it can be 
entered into New World.   It is not being utilized as a separate Accounts Payable system.  The 
information is independent enough that no reconciling takes place. 


6. Are vendor invoices mailed directly to the AP Department or do they go to the ordering 
Department? 


For the most part, invoices are mailed directly to the AP department.  Occasionally, invoices are 
sent to the requesting department.  When invoices are received by the requesting department, the 
invoice will either be forwarded directly to AP or the department will take the initiative to review, 
authorize, assign account coding, and attach the receiving copy of the purchase order to the 
invoice prior to its submission to AP. 


When invoices are received by AP, they are logged and distributed to departmental offices for 
approval and account numbers.  Email messages and phone calls are made to follow up on 
invoices that have not been returned within one week. 


7. Does three way matching take place before invoices are entered into the system? 


A manual three way matching is performed by Accounts Payable to match the vendor number, 
purchase order number and amount to the Purchasing records applicable to the invoice. 


8. Who is responsible for reviewing vendor invoices? The ordering Department?  


The department has primary responsibility for the review and approval of vendor invoices 
applicable to their department.  Accounts Payable verifies that the appropriate person approved the 
invoice and provided the required sign-off.  Prior to entry into New World, approved invoices are 
assigned to clerks based on the first character of the vendor name.  Currently, the divisions are A-
F, G-M, and N-Z. 


9. How are vendor invoices routed to the responsible person for review and approval? 


A folder system is used to distribute vendor invoices to departments for approval.  The folders are 
sent using inter-office mail.  Each Friday, Accounts Payable will send a folder to each department 
with that week’s accumulation of invoices.  The department will then have the following week to 
research, code, approve and return the folder will the all the invoices to AP.  The folders are due 
back Monday morning.  All invoices are logged out and back in to Accounts Payable to ensure that 
nothing is lost. 







 3 of 10 
Completed by:  Schafer Consulting            Last Update:  6/22/2005 5:46 PM 


 CURRENT PROCESS QUESTIONNAIRE 


Client: Lee’s Summit Functional Area: Accounts Payable 


Prepared by: Mike Martin Approved by:  


10. Do all the invoices have an associated purchase order? If not, what are the exceptions? 


A purchase order is not required for all purchases.  As long as the purchase is within the 
purchasing guidelines, a department may acquire and pay with a purchasing card or authorize 
direct payment.  See the Purchasing Needs Assessment report for an overview of the purchasing 
guidelines. 


11. If an invoice does not have an associated purchase order, how does the system handle budget 
checking? 


During data entry, if the amount will put the department over its annual budget, the system will 
display a screen showing that the account is over budget and the pending actual and encumbrance 
amounts that are causing it.  The City currently has these messages defined as low level warnings, 
which allows the operator to continue entering the over budget item.  When the batch is posting to 
the General Ledger, the system will display a message showing the account(s) that are causing 
any over budget conditions. 


12. What types of controls are used to ensure that the total of all invoices entered is correct?  Does 
the system provide batch control totals for cross checking?  


The person performing the data entry will manually total the invoices before they are entered and 
then compare that total with the batch report from the system.  If there is a difference, they will 
need to find and correct it before posting the batch. 


13. What types of controls are in place to ensure that an invoice is not paid for an amount greater 
than what was established on the original purchase order?  What is the procedure if an invoice 
is received for an amount greater than the original PO line item? 


Accounts Payable manually checks the payment against the purchase order and prior payments.  If 
they notice a problem, they will request clarification and approval from the department. 


14. What types of warning or blocks can the system generate during invoice input?  (Incorrect 
vendor or account, overpayment, duplicate invoice, etc.) 


The New World system has several automated system checks in place to validate AP data entry.  
These include: 


• The system will validate the vendor number that is entered with the invoice to ensure it 
corresponds to the vendor number on the purchase order.  It will only extract information 
from the purchase order if the two numbers are the same. 


• The system will also check to ensure that a duplicate invoice number is not entered for the 
same vendor.  If there is an invoice in the system (for that vendor) with the same number, 
the entry will be blocked.   
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 CURRENT PROCESS QUESTIONNAIRE 


Client: Lee’s Summit Functional Area: Accounts Payable 
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• Budget warnings are produced when a line item will put a department over its annual 
budget. 


The system will not block the overpayment of a line item.  Overpayments are verified manually by 
Accounts Payable. 


15. Does the Client allow the AP Department to pay an invoice that exceeds the purchase order 
amount as long as it falls within a minimum dollar/percent threshold? (In order to alleviate the 
need for additional approvals and such for minor increases to shipping or freight costs, for 
example) 


The Accounts Payable department does not have the authority to pay more than the purchase 
order amount.  If the difference is less than $25, they will request and obtain approval via email 
from the authorized department signor.  If the amount is larger than $25 or the department 
otherwise requests it, the invoice will be returned to the department for written approval. 


16. Does the system track 1099 related vendor payments?   


New World tracks 1099 information on the vendor definition and with a flag on the transaction 
record. 


17. Does the system generate 1099’s at year end? 


The system does generate 1099’s at year end.  Prior to printing the 1099 forms, the system allows 
edits to be performed to make sure the correct information is included on the forms and on the 
report to the IRS. 


18. Describe how the Client handles payment terms? Are payment terms associated with the 
vendor, the purchase order or with each individual invoice? 


Payments are generally made within 30 days of receipt of the invoice.  Accounts Payable will 
attempt to process invoices in time to take advantage of discounts, but the approval process takes 
priority and they will only pay when they have authorization to do so. 


19. Describe how Client handles retentions? Are retention terms associated with the vendor or with 
the purchase order? 


Retentions are handled by the Project Manager.  They are associated with the project.  


20. Describe how invoices are entered into the system. Does the system have a way to display the 
line item information from the associated purchase order and allow Accounts Payable to extract 
the data into the invoice in order to reduce data entry? 


New World allows for the extraction of purchase order information during invoice data entry.  The 
AP staff will enter the vendor and purchase order information and the system will display the 
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available line items on the purchase order.  The data entry operator then selects the correct line(s) 
and enters the dollar amount for the current invoice. 


21. Does the Client track AP aging? 


The system allows for entry of a due date in association with an invoice, but AP does not enter the 
true due date in this field.  They generally enter a date to enable payment of the invoice with the 
next check run.  As a result, aging reports are not generally applicable.  Where there are repetitive 
invoices or travel requests, Accounts Payable will enter all of the payments and their associated 
due dates in advance. 


22. How often does the Client process AP checks?  


Accounts Payable checks are processed once each week.  They are printed on Wednesday and 
mailed on Thursday. 


23. How are vendor invoices selected for payment? Based on due date? 


Invoices are selected for payment based on due date, but most of the invoices are entered with a 
current week’s due date so they get paid with the next run.   


24. How frequently are manual checks issued? What are the circumstances? 


On average, three checks are processed manually each month.  The department will request the 
check, which requires the approval of the Finance Director or Assistant Finance Director and the 
Accounts Payable Supervisor.  For the City, manual checks are payments processed outside of 
normal scheduling to print the check more quickly.  The New World system is still used normally. 


Manual checks may be required for payments where the check needs to be dated as of a specific 
date. 


25. How are payments withheld from a vendor, even if the invoice is due?  (Due to a possible 
discrepancy with the vendor that needs to be settled before the payment can be issued). 


Payments are usually withheld because of insufficient W9 information on file, prevailing wage 
questions for contractors, missing or questionable receiving verification, expired insurance 
information, etc. 


26. Does the Client only have one checking account from which AP checks are issued? 


The City has several reimbursement accounts that are processed through separate systems or 
modules in New World (Utilities, Parks and Recreation, Municipal Court).  Accounts Payable uses a 
single checking account. 


27. Who is responsible for mailing checks to vendors? Is it done by Accounts Payable or the 
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originating department?  


Accounts Payable is responsible for spooling the checks.  Other Finance staff are responsible for 
printing and distributing (stuffing and mailing) the payments.  The City processes approximately 
200 checks each week. 


28. Does the Client use any other forms of payment to vendors (i.e. wire transfers, EFT’s, etc.)  


The City processes wire transfers, usually for land purchases or other one-of-a-kind payments.  
Wire transfers are not processed through the Accounts Payable system and are seldom related to 
a purchase order.  They are entered into New World using journal entries. 


The City also uses Visa Purchasing Cards.  These cards are issued individually to employees for 
small purchases that do not require a purchase order as allowed in the City’s Purchasing Manual.  
The charges are received in an electronic file from the bank, formatted in Excel, and distributed to 
the departments.  The departments return the file in hard copy and electronic copy with 
descriptions, account numbers and approvals to Accounts Payable.  The charges are then entered 
into New World from a formatted csv file.  


29. Identify manual processes associated with AP. This includes a general description of the 
process, the reason that it is being performed and why it is performed manually. 


The following manual processes are performed in association with AP: 


• Invoice and purchase card approvals are manual because the system does not offer on-line 
approvals, as it does for purchase orders   


• Reconciliations are performed on Excel spreadsheets 


• Invoices are manually scanned after payments have been processed 


• Payment envelopes are stuffed manually based on instructions from Accounts Payable or 
the departments 


30. Are current problems due to technology, ineffective organization structures, poor policies and 
procedures, other factors or a combination of all of the above? 


Most of the current AP problems are associated with technology. 


31. Does the AP system integrate with Purchasing?  If not, how often does interface take place? Is 
it a one way or two way interface? 


Accounts Payable is integrated with Purchasing and the General Ledger.  The data exchange 
between the two subsystems takes place at the time a purchase order is posted.  This provides the 
information that Accounts Payable will access when they pull the PO line item for payment.  The 
update to the General Ledger takes place when the journal from the accounts payable batch is 







 7 of 10 
Completed by:  Schafer Consulting            Last Update:  6/22/2005 5:46 PM 


 CURRENT PROCESS QUESTIONNAIRE 


Client: Lee’s Summit Functional Area: Accounts Payable 


Prepared by: Mike Martin Approved by:  


posted and again when a check run is posted. 


32. Does the system have the ability to generate all necessary accounts payable reports?  Can the 
reports be run based on any user defined criteria (i.e. vendor number, invoice number, check 
number, etc.)? 


Accounts Payable and the departments are able to run most of the reports that they require from 
the New World system.  However, the selection criteria offered does not include all fields, so 
Crystal reports have been defined for some reporting requirements.  Crystal is also used when 
output to Excel is required because the system is not able to export report to a file. 


Accounts Payable also maintains statistical information in Excel because they cannot obtain the 
information from the system.  Some of these include: 


• Number of invoices received 


• Number of invoices processed 


• Number of checks processed 


• Check run amounts 


• Metered services statistics for utility payments (meter units and dollars) 


33. Identify the unmet needs in the current AP system. 


1. The System is not fully integrated to other modules such as Budgeting, Fixed Assets, 
General Ledger, Encumbrance, Purchasing and Accounts Receivables (for processing 
vendor refunds.)   As a result, AP activities are not reflected in real-time when running 
General Ledger reports and when inquiring on payments made on Purchase Orders 
(through the Purchasing system).  


2. The system does not have a control to ensure that purchase orders are not overpaid. 


3. The City does not maximize interest earnings.  


4. A request for payment is generated before an invoice is processed and paid.  This step may 
not be necessary once electronic workflow or self service (allowing the departments to 
electronically request payment) is introduced to the City. 


5. The system offers limited reporting capabilities.  This has created the need for tracking 
within Excel, which is time-consuming, tedious, and leaves more room for human error.   


6. Three way matching is performed manually, as the system does not electronically receive 
goods and perform matching.  


7. The system does not provide the capability to scan and attach invoice images into the 
system 


8. The system does not provide for drill-down/drill-around capabilities to facilitate online 
queries.  
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9. The system does not provide any user-defined templates for cost allocation. 


10. Travel advances are processed and tracked manually. 


11. The system cannot automatically withhold payments to a selected vendor for bad service or 
discrepancy on an invoice. 


12. Vendor names are not input into the system consistently.  Although current naming 
convention has significantly reduced the number of duplicate names, old records in the 
system have poor naming conventions and the system does not provide the ability to merge 
vendor information.  Consistency will also provide better query results.  


13. The system only allows the encumbering of the current fiscal year portion for a multi-year 
contract. Electronic reporting and notifying is needed for payments. 


14. The system only contains 30 characters for the Vendor name. After the 1st 30 characters, an 
address line must be used for the remaining part of the name. 


15. The system only allows 30 characters for the invoice description.  


16. The system only contains one field for one invoice number. If a vendor has issued multiple 
invoices for one purchase order, the description field must be used for all remaining invoice 
numbers. Duplicate invoice tracking is compromised. 


17. The system does not offer a purchase order field.  To see the purchase order number 
associated with a vendor payment, it must be listed in the description field. 


34. Determine how new technology might be able to address these unmet needs. 


1. The AP System should be fully integrated to the Purchasing, Fixed Assets, Encumbrance, 
Budgeting, Accounts Receivable and General Ledger systems.  


2. The system should automatically post entries to the General Ledger, including expense 
distribution, cash distribution, discounts earned, retainage, sales/use tax, etc.  


3. The system should automatically create an AR batch from an AP batch.  This would be 
useful when checks are issued for employee advances, where the payable immediately 
needs to be booked as a receivable or for vendors with a credit balance who may need to 
issue a refund check to the City. 


4. The system should allow for client to design the layout/format of checks. 


5. The system should automate the payment of vendors through electronic transfers.   The 
system should allow for the setup of wiring information for vendors and automatically launch 
the wire transfer payment when checks are processed.  


6. The City should attempt to maximize float. With a new system, a due date should be 
entered for all invoices.  At check run, the system should provide the option to run an open 
invoice report selected by due date.  Only those invoices that are due (based on the invoice 
terms) in the current period would show up on the report for payment. This practice would 
ensure that the [Client] maximizes its interest earnings.   


7. The City should utilize integrated electronic workflow to review and approve invoices.  The 
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system should provide the ability to establish user defined rules for the routing of invoices 
and associated images.  This would allow for an expedited approval process.  (For example, 
a minor modification to an invoice can be set up to go through an abbreviated approval 
process). 


8. The system should provide robust inquiry capabilities using a variety of selection criteria. In 
addition, the system should also provide drill down and drill around functionality on all AP 
records.  


9. The system should provide the ability to issue separate checks for the same vendor (if that 
vendor has multiple invoices being processed during the same check run). 


10. The system should provide multiple payment selection criteria (i.e. by due date, by batch 
number, by vendor, by invoice number, by account number, by department number, etc.) 


11. The system should provide multiple remit to addresses for each vendor.  


12. The system should be able to track all types of payment information, including wire 
transfers, ACH, checks, procurement cards, etc.) 


13. The system should have imaging abilities that can be used to scan invoices and other 
related documents and attach the images to their corresponding record in the system.  If the 
new system comes with a drill down or drill around feature, then users would be able to drill 
down to the source document when performing an online inquiry or when running online 
reports.  


14. The system should have the ability to establish a dollar and/or percentage threshold for 
overpayments where the invoiced amount is greater than the PO/encumbered amount. The 
system should provide flexible field lookup capabilities on the invoice screen.   


15. The system should provide standard reports (such as Payment History by Vendor, Check 
Register, Open Invoices Report, Accounts Payable Aging, Vendor Listing, etc.) as well as 
the ability to develop ad hoc reports. It should provide on-screen find/search capabilities 
that allow the user to lookup any previously entered invoices based upon ANY field on the 
screen.  For example, the user can query based on Vendor ID and invoice number, or they 
can query on cost center, and invoice amount.  Basically, the user should be able to search 
for invoices based on any information that they might have available.  


16. The system should provide the ability to copy invoices, paste them and change any attribute 
to make the new one unique.  


17. The system should provide functionalities for repetitive invoices where the user can define 
the repetitive invoice and then the system will automatically generate an invoice based on 
the specifications defined in the template.  (Frequency, amount, account, vendor, invoice 
numbering convention, etc.) 


18. The system should provide automatic three-way matching 


19. The system should allow the user to set up payment terms, including discounts and 
retentions, either at the vendor level or at the purchase order level.  
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20. The system should provide the ability to automatically merge two vendors while retaining 
(and consolidating) the history from both vendor numbers. 


21. The new system should have a single contact data base for bidders, vendors and 
customers with security over access to specific address information.  


22. The system should provide the option to automatically split freight or shipping charges 
among split accounts within an invoice. 


23. The system should provide Vendor Self-Serve to allow vendors to update their contact 
information, inquire on invoices and payment status. 


24. The system should facilitate voiding and re-issuing the same check. 


25. The system should provide an administrator utility to undo invoice postings (with the proper 
security permissions). 


26. The system should provide the ability to track Insurance certificates and their expiration 
dates.   


27. The system should provide the ability to create user-defined templates for cost allocation.   


28. The system should provide the ability to flag a payment that is to be withheld.  


29. The system should provide for multiple line vendor names. 


30. The system should provide 50 characters for invoice descriptions. 


31. The system should provide tracking for multiple invoice numbers associated with a 
purchase order payment. 


32. The system should provide a unique field for identifying and viewing the purchase orders 
associated with payment processing and inquiry. 


33. The system should provide a warning when setting up a vendor if the tax id number is 
assigned to a different vendor.   
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1. Does Client have a single system that records and tracks all grant related activities?   


The City uses a combination of the New World system and Excel spreadsheets to track grant 
related activities.  


2. Describe the overall purpose/functionality of the grant module. 


The City does not use the grant module within the New World system.  They are using the account 
structure within the General Ledger (in New World) to track some grant activities. 


3. Does the grant system integrate with other subsystems, such as General Ledger, Accounts 
Payable, Purchasing, Budgeting, Payroll, etc.? 


As mentioned previously, the City does not use New World system grant module; therefore, there is 
no integration between a grants subsystem and other subsystems within New World. 


4. Does Client have a centralized Grant Administrator, or does each department manage its own 
grants? 


The City does not have a centralized Grant Administrator, although the Finance Department has 
assigned an Accountant to be in charge of monitoring grant activities, including tracking revenues 
and expenditures, preparing grant reimbursement requests for certain grants, monitoring the 
timeliness of grant reimbursements, preparing the year end Single Audit report and ensuring that all 
other grant related activities have been captured.  


5. For those grants that are funded on a reimbursement basis, who is responsible for preparing 
the requisition request to the funding agency? Does the Client book a receivable at the time of 
the request?  


Most of the City’s grants are state block grants that are passed through from the federal 
government.  Grant reimbursement responsibilities are split between the departments that manage 
the grants and the Finance Department. As a result, responsibility for preparing requisition requests 
may vary.  For instance: 


• The Public Works Department prepares their own reimbursement requests for those grants 
that fund street works 


• The Planning and Development Department submits its own CDBG related reimbursement 
requests on HUD’s IDIS system 


• Violence Against Women and the Airport reimbursement requests are prepared by Finance.  


• The Traffic Safety grants are maintained and submitted by the Captain in charge of Special 
Operations at the Police Department.   


Accruals for grant revenues are generally prepared at year end.  
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6. How does Client capture and account for grant related expenditures? Does it start with the 
purchasing process?  


Once a grant has been awarded, it is entered into an Excel spreadsheet that is maintained by the 
Finance Department. If the grant is related to a Construction In Progress project, the grants are 
identified through the Capital Projects Plan, which identifies the funding sources.  


Individual Grant Project Managers review invoices for eligible grant reimbursement expenditures.  
Any invoices that are grant related will be coded appropriately by the Project Manager.   If the 
invoice is to be paid out of multiple funding sources or if it has a local match portion, the Project 
Manager will split the coding on the invoice.  The coded invoice will then be forwarded to Accounts 
Payable for payment processing. For construction contracts, the payment information is reflected 
on the pay application.  


The Finance Department updates the grant Excel spreadsheet with information from each 
reimbursable request, including the local match and federal portions.  


7. How does the Client monitor grant expenditures against the grant budget?  


This is done using the grant Excel spreadsheet. If a project is to be funded by federal and local 
match, the grant budget will include both portions.   


The departments managing the grant are responsible for monitoring grant expenditures against the 
grant budget.  


8. What is the accounting treatment for those grants that are paid upfront?  


At the present time, the City does not have any grants that are paid up front.  


9. Does the Client manage any pass-through grants? If so, how does it handle payments to sub-
recipients?  


 The City’s Planning and Development Department administers CDBG grant funds allocated 
through HUD’s CDBG program annually. Applications for funding are solicited from eligible 
subrecipients (public agencies and not-for profit organizations). The decision to accept or reject the 
applications is based on activity eligibility, funding availability and priority ranking.  


The subrecipients receiving funding carry out the approved activities of benefiting eligible clients 
(beneficiaries). The subrecipients incur cost and then submit copies of their expense to the City for 
payments. Finance issues payments to the subrecipients and then Planning and Development 
requests reimbursements using the HUD’s IDIS system. 


The City directly administers two CDBG sub-programs; Minor Home Repair and First Time 
Homebuyer. These programs provide CDBG funds to low-moderate income families for minor 
home repairs or purchasing a home. Applications are accepted from eligible individuals or families 
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and funding is granted based on availability and eligibility. 


For construction related projects, the City makes payments directly to the contractors, instead of 
the subrecipents, if the procurement was handled by the City.   


10. Who is responsible for preparing monthly, quarterly or annual reports to the funding agencies?   


The departments are responsible for preparing periodic status reports to the funding agencies.  The 
only exception to this rule is the Violence Against Women grant, whose report is prepared by the 
Finance Department. 


11. Does the Client have a tickler system to monitor report due dates?   


In order to monitor report due dates, departments use their own tickler systems that are not part of 
the New World system.  Some of the grantors also provide automatic reminders if the reports are 
past their due date.  


12. Describe grant closing procedures.  


Grant closing procedures are performed by the department that is responsible for the grant. 
Typically, this occurs 60 days after the termination date of the grant. A grant close out report is 
prepared and all final payments are made.  


As a final closing review, the Finance Department ensures that all grants are closed out properly.  


13. Are grants set up as Special Revenue Funds? If not, how are they set up in the General Ledger 
account structure? What about grant funded projects/programs? Where are these expenditures 
coded in the General Ledger?  


For those grants that are either part of a City program or that are repetitive, a special revenue fund 
is set up to track the related grant activities; however, one time grants that are less than a year in 
duration are not tracked in New World.  These grants are maintained in the grant Excel 
spreadsheet that was previously mentioned.  


For multi-year grants, a separate project number is established for each fiscal year of the grant, as 
the current version of New World does not provide reports that cross over fiscal years. This is a 
way to distinguish the current year’s portion of the total grant.  Project numbers typically have 5 
numeric characters and are a part of the 4 part account code string. (See the General Ledger 
needs assessment report for more information on the account code string).  


The City does not currently provide any mechanisms for employees to charge their time to a project 
or to a grant; therefore, if they incur grant funded hours, their department will track this information 
manually and inform Finance of the hours in order to post to the proper accounts.    


14. Does the system have the ability to generate all grant reports?  Can the reports be run based 
on any user defined criteria?   
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Most of the grant reports are generated outside of the New World system. For instance, the system 
cannot generate multi-funded project reports by funding source.  Individual reports must be 
generated for each funding source and then manually entered into Excel in order to add up all the 
individual funding sources and produce a consolidated report for the entire project.  


15. Identify any unmet needs in the current system. 


1. The City does not have a Grants module to track the full life cycle of a grant from application 
to close out. As a result, reporting, compliance and other grant related functions are 
performed on a manual basis.  


2. There is no integration between the tracking of grants (which is currently performed in 
Excel) and other subsystems, such as the General Ledger, Accounts Payable (to track 
expenditures related to grants), Budget Management (to control spending of grant funds), 
Accounts Receivable (to track reimbursement requests), Purchasing, Projects/Activities, 
Payroll and Human Resources. The lack of integration results in duplicate data entry, which 
leads to a lack of data integrity. 


3. The system does not meet all of the City’s reporting needs.  Microsoft Excel must be utilized 
to generate certain reports, including: 


• Reports involving combined grant expenditures when there is a local match 
requirement.  


• Reports that summarize project costs if the project is paid by multiple funding sources.  


• Reports that cross fiscal years. 


4. The City does not currently accrue grant revenue when reimbursements are sent to the 
funding agencies.  Accrual is only done at year end. The current system does not efficiently 
provide the ability to track grants that fund multiple projects and projects that are funded by 
multiple funding sources.  


5. The current system does not have an automated tickler system to remind users of important 
milestones and report due dates. 


6. The City’s current chart of accounts is not set up to accommodate grant activities. 
Furthermore, Excel spreadsheets are set up for each grant to track information such as 
grant award, expenditure to date, reimbursements to date, and grant balance.  


7. Purchase orders are not associated to grants that are tracked outside of the system.   


 


16. Determine how new technology might be able to address unmet needs in the grant area. 


The City could benefit from a new Grants module that: 
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1. Monitors the entire life cycle of the grant, from the application process to grant close-out.    


2. Has a calendaring system that is user-defined to track certain report due dates, milestones 
and other events. 


3. Integrates with the General Ledger, Projects/Activities Ledger, Accounts Payable, 
Purchasing, Payroll, Human Resources, Accounts Receivable, and possibly Fixed Assets.  


4. Provides a robust report writer to meet all reporting requirements.  


5. Includes the following data fields: 1) CFDA number, 2) internally generated grant number, 3) 
funding agency, 4) name of the program,  5) type of funding agency (state, federal, local), 6) 
award number, 7) department, 8) project number (if different from grant number), 9) specific 
reporting requirements, 10) award amount, 11) point of contact, 12) grant description / 
special conditions, 13) grant start date, 14) grant end date, and 15) extensions requests. 
Furthermore, if it is integrated with Purchasing, Accounts Payable, Accounts Receivable, 
Budget, or Fixed Assets, information such as PO number, vendor name, vendor ID, invoice 
number, check number, and encumbrance, budget amount, asset classification, grant 
receipts should be readily accessible. 


6. Can accommodate the tracking of different phases, elements, Local Match, etc. 


7. The City should utilize Accounts Receivable capabilities to track grants receivables. The 
system should automatically set up a grants receivable whenever a grant reimbursement is 
submitted to the grantor.  This way, the City would be able to automate the tracking of how 
quickly the funding agency sends payments. Using the AR system will allow the City to 
obtain real time information on outstanding receivables and generate aging reports to follow 
up on delinquent payments. 


8. Allows scanned images and other file formats to be attached to a grant transaction. 


9. Maintains sufficient historical data based on user defined needs. 


10. Provides the ability for purchase orders and contracts to be coded to a grant number. 


11. Provides a set of standard grant reports, allowing users to generate inception to date 
reports, as well as reports that cross fiscal years. 


12. Provides a hierarchical account code structure to ensure that all the grant reporting and 
tracking needs are met, including the ability to track projects funded by multiple grants and 
grants that fund multiple projects, cash and in-kind local match, etc. This would allow the 
capability to roll up many projects to one grant and to roll up many grants to one project. 
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1. Describe the overall purpose/functionality of the Applicant Tracking Administration system. 


The City of Lee’s Summit uses an Access database to track minimal applicant data.  Hiring is 
decentralized and primarily handled at the department level (with Human Resources support as 
requested).   


The City processes approximately 2500-3000 applications per calendar year using a paper 
application process.  Applicants can obtain an application by picking up the paper application from 
the City, requesting a mailed application from Human Resources or by visiting the City’s Internet 
web site and downloading a .pdf copy.  Completed applications are returned to and routed through 
the Human Resources Department at the 220 Green Street location.  The entire applicant tracking 
and evaluation process is identical for both external and internal applicants with the exception that 
internal applicants complete a transfer application. 


Departments do not initiate a formal job requisition when a vacancy needs to be filled.  Due to the 
decentralized process, the hiring department simply contacts Human Resources for placement of 
the required advertisement and then manages the process internally. Searches for applicants are 
conducted through advertising in local newspapers, on the City’s web site and through limited 
journal sources.  The Police Department attends numerous career fairs to recruit new personnel.   


Applications are not accepted by the City unless there is a specific opening available.  If an 
applicant wants to be notified when a specific vacancy opens, the applicant can complete an 
interest card which is kept on file.  When a vacancy is opened, Human Resources reviews the file 
of interest cards and contacts the applicant to advise them of the vacancy.  Applicants can e-mail 
resumes or .pdf copies of their application to a “HRjobs” mailbox.  There is also a job line that has a 
recording of the current vacancies which is updated each time a change is made. 


Basic applicant information is taken from the paper application and entered into the Access 
Database.   The Applicant Database tracks position title and the month the position opened. 
Initially, only name and address are entered for applicants.  The applicants are then grouped and 
forwarded to the hiring department for pre-screening, interview selection, testing, and hiring.  If 
testing is required for eligibility, the hiring department coordinates the scheduling of the test(s) with 
Human Resources, depending upon the level of support desired.  Some departments, such as the 
Fire Department, handle all applicant activities internally including scheduling the test, notifying the 
applicants, and scoring.   Other departments, such as the Police Department, are assisted by 
Human Resources to accomplish their candidate evaluation and testing process. 


Once the screening and interview selection process has been completed by the department, 
applications are returned to Human Resources.  HR enters a disposition or “code” which identifies 
the status of the applicant.  Examples of disposition codes are: 


• Interviewed 


• No Contact 


• Failed Testing 


• Hired 
Departments may return applications at anytime during the evaluation process or all at once when 
a group of applications has been evaluated.  HR enters the disposition when the application is 
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returned.  This is the extent of the data that is retained in the Access applicant database.   


For certain high level positions, the hiring department may also request Human Resources to send 
an acknowledgement letter or e-mail to the candidate confirming receipt of the application.   


2. Describe the entire process of capturing, maintaining and tracking applicant information from 
obtaining a job requisition to hiring the candidate. 


Over the years, the Human Resources’ staff has developed the Access Database based on the 
perceived needs of the City.  The Access DB is used for reporting and also to do mail merges to 
communicate with the applicants.   


All applications are collected in the Human Resources Department where they are entered into the 
Applicant Access Database before being sent to the hiring department.  For certain positions, the 
applications remain in Human Resources, but that is normally an exception.  The hiring department 
reviews the applications, pre-screens them for qualified candidates, chooses those to interview, 
and coordinates any written testing that may be required.  If testing is required, the hiring 
department may request Human Resources to order testing forms for the number of applicants to 
be tested. 


The Police Department provides HR a list of applicants for testing, HR orders the test forms, and 
notifies the applicants of the testing date.  As testing progresses, the applications that are 
eliminated are sent back to HR with the disposition code noted on the application.  The disposition 
is entered into the Access DB and a letter is sent to the applicant regarding the status of their 
application.  Hard copy applications are filed and retained for 3 years.  The average citywide 
turnover for 2007 was 7.29%. 


For Fire, HR orders the test only and the applicants are notified by the Fire Department of the 
testing date.  The test is administered by the Fire Department and when all testing is completed, 
the Fire Department sends the applications back to HR with the disposition code assigned.  HR 
enters the disposition code into the Applicant Access database and Fire sends a letter to those 
applicants that don’t qualify. 


For all other departments, the applications are given to the hiring department with an Excel file 
exported from the Access DB of all the applicant names.  The department filters and chooses 
candidates for interviews and advises HR of interviews to set up.  After applications and interviews 
have been completed, all the applications are sent back to HR.  A letter is mailed to those 
applicants that are eliminated.  The candidate selected for hire is moved into the on-boarding 
process at which time the hiring department begins reference checks.   


3. Does the Client have a single system that records all the candidate/applicant data such as 
position(s) applied for, name/address/SS#, employment history, pay desired, relocation 
preference, EEO information, licenses or certifications? 


The City of Lee’s Summit uses an Access Database to record data tracked on applicants and 
positions.  Once a position is filled, the addresses of the applicants are deleted to reduce the 
amount of data retained in the database. 


4. Does the current Applicant Tracking system integrate with the Human Resources system to 
transfer candidate data into new hire data upon hire?  If not, how is this data captured? 


There is no integration of any kind between the Access Database and the HR modules of the New 
World system to transfer applicant data into a new hire record.  New World also does not have an 
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Applicant Tracking module within it. 


5. Does the system used by the Client to manage applicant data retain a historical record of each 
candidate’s application?  Is yes, for how long is the application data retained by the system? 


In the Access Database, the position, month the position was opened, name of the applicant, and 
the disposition of application are retained for multiple years.   


6. How are internal applicants tracked within the Applicant Tracking system? 


Both internal and external applicants are tracked in the same manner – using a paper application 
and tracking data within the Access Database. 


7. What is the approval process for creating job requisitions? 


There is no job requisition process in place at the City.  The departments “own” the FTEs that are 
approved for their budget and have complete administration over hiring within their department. 


8. Are there stand alone systems (including other applications, spreadsheets, manual processes) 
that are needed to support the management of applicant data and related HR tasks? 


The Access Database is the only system used to provide applicant tracking and it is a commercial 
off the shelf system. 


9. If so, please describe the functionality provided by each ancillary system? Why are they outside 
of the main system? How is data from the standalone system(s) interfaced to the main HR 
system? 


There is no Applicant Tracking system available through the City’s current system, New World. 


10. Do the standalone system(s) hold the same information as the main Personnel 
Administration/HR system? If not, how much time is spent on reconciliation activities and is the 
current system able to retain the same information? Which system is more correct? 


The information tracked and stored in the Access Database is very limited, basic information.  For 
those applicants who are hired, there is duplication of their data in both the applicant tracking 
database and the New World System as part of the onboarding process.  However, it is a very 
small amount of information and it does not need to be reconciled.  An approximate count of the 
number of applications processed is used for reporting; however the accuracy of this data is 
questionable. 


11. Is the current Applicant Tracking system used for positions filled by temporaries, interns or 
other contingent workers?  If so, how? 


Yes, fulfillment of any position requiring an application is processed using the Applicant Access 
Database and the processes described above. 


12. Describe the manual processes used to collect, review and filter employment applications. 
Please provide a general description of the process, the reason that it is performed and why it is 
performed manually. 
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Please see the response to Question #2 above.  Many departments can hire a temporary employee 
without budgeting and simply contact Human Resources to fulfill the request.  Other departments - 
such as Public Works, Parks and Recreation, and IT - have a specific budget for the use of 
temporaries and interns based upon utilization trending from year to year.   


13. Does the current HR/Personnel Administration system provide any self service capabilities for 
managers to complete a requisition for a job?  Can the hiring authority view applications on line 
through the organization’s Intranet?  If yes, please describe this functionality. 


There is no self service capability for applicants or managers available at the City. 


14. Does the current Applicant Tracking system allow users to identify the core competencies 
needed for the position? 


The hiring process for the City is completely decentralized and departments manage the entire 
hiring process.  Core competencies are not used other than within the testing process for certain 
positions. 


15. How does the Client conduct searches for applicants in the system? 


Searches for applicants in the Applicant Access Database are conducted using queries.  However, 
since only basic data is maintained, very little reporting can be accomplished.  Also, each calendar 
year is saved as a separate database file.  Therefore queries crossing years are more difficult to 
construct.   


16. Does the current HR/Personnel Administration system provide any automated workflows for 
paperless processing of hiring steps?  If yes, please describe this functionality. 


No automated workflows are available to the City using their current technology. 


17. Does the current Applicant Tracking system allow an applicant to apply for more than one 
position with one application? 


The City’s policy requires the applicant to complete a separate application for each position. 
 


18. Does the current Applicant Tracking system provide a way to change/update the applicant’s 
information and status? 


The current system does not provide a method for the applicant to update their information other 
than contacting Human Resources and/or completing a new application. 


19. Does the current Applicant Tracking system provide a way to remove an applicant’s potential 
status if they no longer qualify as an applicant? 


The Applicant Access Database does carry a disposition which is completed when the applicant is 
identified as “not qualified.”  However there is currently no tracking of a status which indicates they 
are not eligible to be an applicant.   


20. Does the current Applicant Tracking system provide the ability to attach a job description to a 
vacancy posting? 
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The Applicant Access Database does not provide this functionality.  There is a posting of the 
vacancy on the City’s web site, but no job description is attached to the vacancy.  The posting lists 
much of the job description duties, requirements, salary, and open and closing dates. 


21. Does the organization have an on line employment application available to the public? 


On the City’s web site, applicants have access to a .pdf application file which can be downloaded 
and printed in hard copy, completed manually, and returned to Human Resources. 


22. Does the current system provide robust reporting capabilities for standard reports such as EEO 
as well as reports needed on an ad hoc basis? 


Reporting is very limited because the City does not retain a great deal of data in the Access 
Database.  Currently there is not a heavy demand for reporting beyond days to fill, number of 
applications received, applicant source, and number of jobs filled internally.   


23. Does the current system notify managers of the testing results of candidates, where the 
candidate is in the hiring process, etc.? 


The departments manage the hiring process and their own testing, therefore they actually know the 
testing results immediately.   


24. Identify the unmet needs for Applicant Tracking. 


Unmet needs for the City of Lee’s Summit Applicant Tracking functionality are: 


1. There is no formal Applicant Tracking system used to track data on applicants for positions 
within the City.   


2. Tracking of temporaries is not consistently managed through the current Applicant Tracking 
system.  If a department requests Human Resources to hire a temporary, HR simply fulfills 
the request and there is no record of it or tracking of budget impact. The impact of the use 
of temporaries on the City’s budget is only reflected when the temporary has been in a 
position for some time. 


3. There is no integration between an Applicant Tracking system and other functions, such as 
the Payroll system and Human Resources, therefore applicant data cannot automatically be 
transferred to a new hire record.  The lack of integration requires duplicate data entry, which 
may lead to a lack of data integrity and a lack of real time information. 


4. The Applicant Access Database does not have the functionality to search for internal 
applicants who may have expressed interest before initiating a recruitment process for 
external applicants. 


5. The data in the Access Database contains only position title and the “month open” date of 
the vacancy.  No other data is tracked related to position control or budgeting, which does 
not support flexible query and/or reporting  


6. There is no automated budget validation when a vacancy is identified and the recruitment 
process begins.     


7. The only electronic version of an online application is a .pdf copy of the hard copy 
application.  The applicant must download the application, print it out, complete the paper 







 


 6 of 9 
Completed by:  Schafer Consulting            Last Update: 11/22/2007 5:46 PM 


copy, and route the hard copy application to Human Resources to apply for a position. 


8. Applicants who wish to be notified when a position opens complete a manual “interest card” 
which must be reviewed with each new vacancy for those individuals who wish to be 
contacted when an opening occurs with a particular position.  This is an entirely manual 
process. 


9. Vacancy postings are not integrated with any applicant tracking data.  As a result, no 
tracking of postings’ expiration dates, costs of recruitment, effectiveness of source, etc can 
be tracked. 


10. There is no functionality to allow department managers to access applications electronically. 


11. There are no automated workflows to electronically forward documents for approval and to 
generate automated notifications.  This increases the time and expense required to 
accomplish the recruitment process.   


12. The system does not provide robust security features to protect the highly sensitive data 
and to allow decentralized access for departments who should have the capability to view 
applicant data that is only related to their department.  


13. The system does not facilitate the tracking of pre-employment requirements, such as 
physical exams, test scores, references, etc. in order to ensure that new employees have 
satisfactorily met the employment requirements – whether these requirements are managed 
by HR or by the hiring department. 


14. The system lacks the ability to perform a pre-screening of job applicants and to rate and 
score this data online. 


15. Job applicants can not apply for multiple positions with a single application submission. 


16. Online scheduling of exams is not available; job applicants do not have access to an online 
calendar or the ability to schedule their own exams.  


17. Job applicants are not able to check their exam/test scores online. 


18. Applicants who are eligible to retake tests for a particular position – both internal and 
external - cannot be monitored through the Applicant Tracking system. 


19. Test score data for all applicants is maintained manually only within the hiring department 
and can only be analyzed through an Excel spreadsheet.   


20. The system does not have the ability to correspond with applicants via email even though 
email contact information may be available. 


21. The system cannot track special skills/competencies of applicants in order to allow 
specialized skills to be targeted during the recruitment process. 


22. The system does not have the ability to analyze test score data.  


23. Only hard copies of applications are retained by the City of Lee’s Summit, which makes it 
necessary to retain and store large amounts of paper. 


24. A recent attempt to use a generic outsourced system (ProHire) was piloted for Police only.  
The system proved too cumbersome for the simple needs of the Lee’s Summit Police 
Department, the most demanding of the City’s departments.  A simple version of Applicant 
Tracking is most desirable with the ability to provide online functionality such as an online 
application, online update of the application, and the ability to send notification of milestones 
to applicants as the evaluation proceeds.  
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25.  Describe how better technology might be able to address these unmet needs. 


The Lee’s Summit Human Resources Department could benefit from improved applicant tracking 
technology that provides: 


1. The Applicant Tracking system should have e-recruiting capabilities and should be 
integrated to the HR and Payroll systems. This would eliminate multiple data entry efforts 
and greatly reduce chances for errors.  The e-recruiting feature would allow an applicant to 
complete the application online and then pass the information to the Applicant Tracking 
system and then to other integrated systems without the need to rekey any information.  


2. The system should provide the capability for hard copy applications to be scanned and 
attached to the applicant record. 


3. The system should provide robust online viewing of all submitted application information, in 
both electronic and hard copy format, for authorized Human Resources staff.  


4. The system should provide the functionality to search for internal applicants first before 
identifying external applicants.  


5. The system should provide an automated check on requisitions submitted for approval to 
ensure there is an available budget.  The system should be able to warn or block a 
requisition that is over budget.   


6. The system should provide additional fields (which can be user defined) for the tracking of 
specific department requirements.   


7. The system should provide a robust security system which allows security at the user level 
to increase the availability of online access to managers and those involved with the hiring 
process.   


8. The system should provide applicants the ability to view their online application once 
submitted and to update and append the application at a later date.  


9. The system should provide an online application that is intuitive, user friendly and saves the 
data intermittently while the applicant is completing the process.  The system should provide 
the user the capability to return at a later point using a predefined log on.   


10. The system should provide applicants the ability to view the status of their application 
process, including interviews and test results. 


11. The system should be user friendly, well documented, and should provide on screen help to 
guide users.   


12. The system should have the ability to create mail merge transactions by pulling information 
from the Applicant Tracking database in order to generate notices for testing scores, offer 
letters, denial letters, etc.  


13. The system should provide an automated workflow feature to generate automatic 
notifications and to route approvals in order to reduce the time and expense associated with 
recruiting processes.  In addition, the automated workflow tools can be used to track the 
movement of documents (i.e.: applications, job requisitions, test scores, etc.) and the 
approval process.  


14. The system should have the potential to integrate with online testing and management via a 
Learning Management System. 


15. The system should track, at a minimum, the following recruitment data attributes with the 
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functionality for the City to choose which attributes are required and “hide” those attributes 
not desired:  


• Name 


• Address 


• Phone numbers 


• E-mail 


• Gender (optional)* 


• Sourcing 


• Ethnicity (optional and used only for EEO-4 reporting)* 


• Sourcing method  


• Fields regarding correspondence that have been sent, phone interview notes, late 
application, and other miscellaneous notes relevant to the applicant  


• Exam results for up to 4 different exams 


• Application screening – pass/fail 


• Date certified to an eligibility list 


• Hired (y/n) 


• Hire date 


• Date requisition received  


• Name of recruiter assigned-we don’t have recruiters today-use hiring mgr instead 


• Date the recruiter is assigned 


• Date the job was posted (internal and external) 


• Closing date 


• 4 dates for exams (3 exam dates, one = oral board = interview) 


• Department interview date 


• Recruitment is active = yes/no 


• Date eligibility list certified (date created)  


• Cost of advertisement 


• Differentiate between cost of recruitment vs. cost of selection (recruitment = marketing 
the job; selection = testing/ physicals etc.) 


• Name of source for testing or advertising 


• Date ad was placed 


• Notes/comments field 


16. The system should provide the ability to perform pre-screening of job applicants and to rate 
and score this data online.  


17. The system should allow job applicants the ability to apply for multiple positions with a 
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single application submission.  


18. The system should support online scheduling of exams by job applicants with access to an 
exam calendar. 


19. The system should provide the ability to monitor internal and external applicants when they 
are eligible to retake a test or reapply for a particular position.  


20. The system should be able to track special skills/competencies of applicants so that 
specialized skills can be targeted during the recruitment process. 


21. The system should offer flexible, intuitive and user friendly reporting capabilities to allow 
users to query data with the required sorts, subtotals, and calculations without having to 
export to Excel.  


22. The system should allow for decentralized access to applicant data to allow departments to 
view their own data. 


23. The system should allow multiple users to access the data simultaneously without a loss of 
functionality. 


24. The system should allow job applicants to check their test/exam scores online.  


25. The system should have the ability to analyze test score data within the system without 
having to export it to a separate Excel spreadsheet. 


26. When the applicant is hired, the system should track the first performance appraisal score to 
assess the hiring capabilities of the mgr and the quality of the new employee. 
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Prepared by: Kristie Evans Approved by:  


1. Does the Client have a single system that records all Benefits set up and activities?   


The City of Lee’s Summit manages all benefits administration using the New World Payroll module.   


2. Describe the overall purpose/functionality of the Benefits system. 


The City provides a competitive employee benefit package to all full time, regular employees and to 
some part time employees. Part time employees receive specific benefit packages based on their 
scheduled hours to work – 20-29, 30-39, etc.   


The City groups employees based on the benefit package they receive.  Part time employees who 
are eligible for benefits pay at different contribution levels depending on their package. 


The City’s benefit plans operate on both a calendar year and fiscal year basis, depending upon the 
specific benefit plan set up.   


Fiscal Year Basis Calendar Year Basis 


• Health Insurance • Flexible Spending Accounts 


• Dental Insurance • 457 Deferred Compensation Plan 


• Vision Insurance  


• Life Insurance  


• Supplemental Life Insurance  


• Long Term Disability  


• Short Term Disability   


• LAGERS Pension Plan (Missouri Local 
Government Employees Retirement 
System)  


 


• Employee Assistance Program  


 


The City provides certain benefits free of charge to employees while the costs of other plans are 
either shared or paid for entirely by the employee. 


Employer Paid Benefits Employee Paid Benefits 


• Cost of Single Health Insurance • Cost of Dependent Health Insurance 


• Cost of Single Dental Insurance • Cost of Dependent Dental Insurance 


• Cost of Single Vision Insurance • Cost of Dependent Vision Insurance 


• Life Insurance • Supplemental Life Insurance 


• Short Term Disability • Flexible Spending Accounts 


• Long Term Disability • Voluntary Indemnity Plans (Ex: Cancer) 


• Employee Assistance Program • 457 Deferred Compensation Plan 


• LAGERS Pension Plan  
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To provide health, dental and vision benefits to its employees, the City participates in a pooled 
account composed of several different government entities that is community rated.  The pooled 
account is administered by a third party administrator and premiums are released around May 1st 
for the year effective July 1.  The premiums fluctuate each year, even if no changes have been 
made to the plan, due to the experience of the pool.   


The cost sharing configuration varies by plan and changes each year.  The City Council sets the 
cost sharing contribution for employees.  Currently, the City pays 100% of the cost of single 
coverage for employees and 40% of the balance of the premium for dependent coverage.  A rebate 
is in place to motivate employees to choose plans that are more cost effective for the City, such as 
Plan A in the illustration below.   


The formula used to calculate cost sharing between the City and its employees is housed in a table 
in the New World Payroll module.  The calculation is performed annually when the rates change or 
new benefit options are added and the table is updated.  On the employee master, a benefit code 
and a deduction code designate the amount to pull from the benefits table. 


An example of the formula used to calculate the cost sharing between employer and employee for 
dependent coverage is illustrated below. 


STEP 1. Total Premium Cost of Election 


STEP 2. minus the cost of single coverage for the same plan, 


STEP 3. multiplied by 40%,  


STEP 4. minus the difference between the total premium of the employee’s election and the 
cost of the same election under the most cost effective plan (Plan A) 


STEP 5. multiplied x 50%. 


For example, if the cost structure of Plans A and B were as follows: 


Coverage Level Plan A Plan B 


Single $100 $130 


Family $500 $700 


The calculation would be something like this for Family coverage under Plan B: 


$700 - $130 x .40 + $130=$358 represents the City’s contribution; the employee pays the 
remainder or $342.  A monthly rebate is paid to the employee equal to 50% of the savings to the 
City because the employee enrolled in a less expensive plan.  The rebate is calculated by 
subtracting the cost of Plan B family from the cost of Plan A family and dividing by two (the savings 
is equally shared between City and employee).    


The premiums for dependent coverage under the health, dental and vision benefit plans are paid 
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one month in advance.  This initially requires a new hire to pay through a taxable payroll deduction 
code for their first month’s premiums.  This is based on advice from their vendor that pre-tax 
deductions cannot be taken from the employee’s check prior to the effective date of the employee’s 
enrollment in the plan.  Payroll sets up the required codes on a new hire’s employee master record. 


In the New World Payroll module, the benefits administration initially segregates benefits by the 
type of benefit – for example, health, life, LTD.  Under the type of benefit, a master record is 
created for each benefit plan.  ( There may be multiple master records under one type of benefit if 
there is more than one benefit plan offered, for example – multiple health plans under one category 
– health insurance).  Each plan has designated election options available to the employee.  
Examples of employee elections are – single health, employee +spouse or children health, family 
health, life 1x , life 2x, and life 3x. 


The costs of the benefit plans are tracked using two types of codes in the New World Payroll 
module – “benefit codes” and “deduction codes.”  Benefit codes are used to track the employer side 
of expenses, i.e. those expenses, or the portion of the expense, for which the City pays.  Deduction 
codes are used to track employee contributions to the total cost of the benefit and to generate a 
payroll deduction from the employee’s payroll check. 


The Payroll Department sets up and manages the “benefit codes” and “deduction codes” in the 
New World Payroll module.  Examples of benefit codes are single health/dental/vision premiums, 
STD, LTD, Life, and LAGERS contributions.  A benefit code is always assigned to a benefit plan.  
In addition to tracking the City’s expenses, the benefits code contains various attributes that are 
associated with the benefit plan, such as different designations for health/life/dental.  A designation 
identifies both the benefit plan and the enrollment election of the employee, for example family 
health coverage under Plan A. 


A deduction code table allows for the designation of code attributes, such as whether the deduction 
is taxable, a flat amount, or a percentage of gross wages.  These attributes require the setup of a 
benefit code, regardless of whether the City has an expense associated with the plan. 


Employee contributions are paid through a “deduction code”, which is only set up if there is an 
employee deduction payable for the benefit, such as a premium for dependent health insurance.  
A comprehensive reconciliation is required to consolidate multiple deduction codes to reconcile the 
payroll deductions with the vendor’s billing and to prepare a payment to the vendor.  A MS query is 
generated at the end of the month, which provides a report of all benefit codes and all deduction 
codes.  These reports are combined, reconciled with the vendor’s billing, and used to create the 
premium due.  Each payroll, both the employer expenses and employee contributions are posted to 
the GL.   


Benefit and deduction codes are updated once a year.  Any changes to premium amounts, code 
structure, or creation of new codes are managed by the Payroll Division of HR. 


A code for excess life insurance is set up on the employee’s master once a year and then revised 
when there is a salary or age change.  Excess life premiums are calculated and tracked manually 
on Excel and updated manually in the system. 


3. Are there any stand alone systems that are needed to help employees perform benefits related 
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tasks? 


Excel is used to perform several benefits related tasks outside of the New World Payroll module.  
Crystal Reports is used to generate reports that are used to reconcile enrollment data (that is 
housed in Payroll) with the GL and vendors invoices. 


4. If so, describe the functionalities provided by each of the stand alone system(s).  Why are they 
outside of the main system? How is data from the standalone system(s) interfaced to the main 
HR system and to the core financial system? 


Excel is used to extend calculations, reconcile multiple sources of data, consolidate open 
enrollment data, etc.  Examples of the processes enhanced through the use of Excel are: 


1. The calculation of an employee’s premium for dependent coverage must be manually 
calculated due to the limitations of New World. 


2. Benefit codes and deduction codes must be combined and reconciled with vendors’ billings 
to prepare the monthly calculations for each vendor’s payment. 


3. Calculations and tracking of excess life insurance premiums are managed using Excel. 


4. Tracking of employees on leave. 


Crystal Reports is a reporting tool that works independently of the New World system.  Data is 
downloaded from New World to the report writer. 


Neither of these systems is interfaced or integrated to the New World system.  


5. Do the standalone system(s) hold the same information as main HR system? If not, how much 
time is spent on reconciliation activities? Which system is most correct? 


The Excel files hold calculations and reconciliations that do not exist in the Payroll module.  
However, there is duplication of information in that the result of the calculations is in both systems.  
Reconciliation is not performed between Excel and New World. 


6. Does the current Benefits system integrate with Payroll, General Ledger, Budget and other core 
financial systems?  If not, how is data interfaced? 


The New World Payroll module integrates well with the GL, Budget etc. and posts the values from 
each payroll cycle to the General Ledger. 


7. Describe the entire process of enrollment and change used to maintain Benefits information. 


New Hire 


New hires are informed of their benefit options during their initial orientation.  New hire benefits 
include four default benefits – STD, LTD, Life at 1x salary, and LAGERS retirement.  The new hire 
is given paper forms to complete their beneficiary designation and any enrollment in elective 
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benefits such as health, dental, vision, supplemental life, dependent life, voluntary indemnity plans, 
and 457 deferred compensation.   


Election forms for elective benefits are completed by the new hire and the paper forms are sent to 
the Payroll Specialist.  The Payroll Specialist sets up the deduction code and benefit code on the 
employee’s master record in the Payroll system.  The forms are then returned to HR where election 
data is entered into the centralized online system used by the Third Party Administrator (TPA) for 
all medical, dental, and vision benefits.  Once the data is entered in the TPA’s system, HR receives 
an immediate confirmation of the enrollment.  The paper form is filed in the employee’s benefit file 
along with confirmation of transaction. 


Enrollment in default benefits for new hires is automatic.   


• Life – the life insurance is a standard insured policy and the premiums are calculated by the 
City and self billed to the insurance carrier. Employee must complete election form to 
designate beneficiary information. The paper form is filed in employee’s benefit file. Once a 
year, the City provides a census to the insurance carrier documenting all covered 
employees and their coverage amounts.   


• LAGERS – LAGERS requires a six month waiting period that is monitored manually by the 
Payroll Specialist since the New World Payroll module does not have the ability to assign a 
waiting period to a benefit plan’s eligibility.  Prior credit is given to employees for work with 
another eligible employer, but this is administered by LAGERS.   


The City pays monthly contributions for employees into the LAGERS state wide fund.  The 
City’s contribution is calculated using an Excel spreadsheet which maintains a list of all 
LAGERS participants, their salary, their benefit group, and their contribution value.  The 
Excel file is updated monthly and submitted with the City’s monthly contribution. 


The LAGERS report is a state required report which must be provided in a specific format.  
The New World retirement report is exported into Excel to manipulate the file into the proper 
format.  Payroll then emails the Excel file to the plan administrator at LAGERS.   The 
payment voucher is mailed to LAGERS with a check.  No upload is used through the 
authorized web site but the City does access the web site for forms.  LAGERS is planning to 
move to complete web access for enrollments and wage payments by approx 2012. 


New World does provide the capability to enter a future dated start date for a benefits deduction.  
Though New World cannot assign a waiting period to a benefit enrollment, the Payroll system 
allows the deduction to be entered with an exact future effective date even though the deduction 
amount must be manually calculated and set up. 


Changes 


Qualifying events require the employee to come to HR and use the paper based system to update 
their benefits.  The process is the same as for a new employee.  Documentation of a family status 
change is a recent addition to the process, but facilitating the verification of the family status 
change through documentation is manual.   


Open Enrollment 
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Open Enrollment occurs in May for an effective date of July 1, the beginning of the fiscal year.  
Changes are administered using the same process as new hires with verification of dependent 
eligibility. 


8. Describe the process of managing Benefit Plan vendors’ enrollment data, payment information, 
and reconciliation of records for each different type of benefit plan; i.e. health, dental, life, 
disability, retirement, etc. 


Reconciliation of records between Payroll and the vendor records is accomplished using Excel and 
reports that are generated from Payroll based on benefit codes and deduction codes. 


9. Describe how rules specific to the administration of a type of benefit plan are managed. (i.e.: 
are they programmed into the current Benefits system by the vendor and maintained and kept 
up to date by the vendor, or is the Client required to stay abreast of changes and update the 
Benefits system as needed?) 


Functions that are payroll related, such as taxable limits on retirement contributions, are provided 
through the New World Payroll module.  But the Payroll module provides limited benefits 
administration functionality to manage benefits from an organizational and risk perspective. 


10. Describe how the Benefits system tracks coverage for employees in a un-paid status such as 
leaves, retirees, COBRA, disabled, etc. 


COBRA and Retiree benefits are administered by the TPA who manages the health/dental and 
vision benefits.   


The City continues to provide benefits to employees who are on leave.  They do not change the 
employee’s status code when the employee goes on leave.  The City’s practice has not been  to 
stop accruals when an employee enters a non-pay status.  Consequently, the employee’s accruals 
for vacation and sick time continue and as long as there is sufficient time being paid in a payroll 
check, the employee’s deductions for benefits are deducted.  However, New World would generate 
accruals even if a check was not generated through Payroll. 


Premiums can be collected by checks from employees on leave with no pay as needed.  Sick time 
and STD run sequentially and accruals continue. 


11. Describe how the current Benefits system tracks employee deductions and payments; i.e. 
payroll deductions, arrears, leave payments, COBRA, etc. 


New World does not have arrears functionality and owed deductions have to be calculated 
manually. 


12. Describe how Benefits data is maintained for employees, dependents, surviving beneficiaries, 
COBRA participants, etc. 


Benefit elections data is entered as a benefit code in the Payroll module.  All other data is 
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maintained on hard copy in the employee’s file. 


13. Describe how collected payments (for example from employees, retirees, and COBRA) are 
reflected in the General Ledger towards the total Benefits expense. 


Any checks which must be collected and credited against the GL are deposited and charged 
against the appropriate account.  To date, the City has not had to collect payments from employees 
on leave because of their liberal accrual policy.   


14. Describe how payments for benefits coverage - for COBRA or retirees for example - are 
collected from employees and former employees. 


A personal check can be collected for benefits coverage, if needed.  The City does not handle 
COBRA and has noor retiree benefits.   


15. Describe how personal payments for employees’ benefits deductions, COBRA premiums, and 
retirees’ premiums, are reconciled with the enrollment data for each benefits plan. 


No payments have occurred, as yet, that are outside of the Payroll module. 


16. Does the current system offer any employee self service functionalities to enroll or change their 
benefit elections at authorized times? 


There is no self service functionality available to employees.  All activity is paper based. 


17. Does the current Benefits system retain any historical data about each employee's enrollment 
elections for trending analysis or proof of coverage? 


New World can provide employee deduction and benefit code history from the activity in the Payroll 
module.  History can be provided at the employee level, but not at the organizational level.  A report 
would have to be designed to pull historical data for the organization.  In addition, there is a year 
missing when the City discontinued the use of New World to pilot an outsourced model using ADP. 


18. Does the current Benefit system provide robust reporting functionality to provide standardized 
reporting as well as ad hoc reporting for review, documentation, and expense analysis? 


Reporting is available, but it is not robust or user friendly.  Crystal Reports can be used to pull more 
complex data.  Queries from the New World Payroll module can be exported into Excel. 


19. Identify manual processes associated with Benefits Administration. This includes a general 
description of the process, reason that it is performed and why it is performed manually. 


Several manual processes are performed in association with Benefits administration.  These 
include: 
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• Budgeting information has to be compiled manually because  of fiscal year cycles vs. 
calendar year cycles 


• “What if” modeling 


• Reconciliation of vendor invoices and payroll deductions. 


• Enrollment of all new hires, changes and open enrollment 


• All changes to employee or enrollment data must be manually updated with all vendors. 


• Communication of benefit and enrollment information 


20. Identify the unmet needs of the Benefits Department. 


1. The City uses the New World Payroll module to provide benefits administration functionality.  
The Payroll module does not provide the functionality required to fully manage benefits data 
from an organizational perspective, integrate with other Human Resources modules in real 
time, and to centralize the maintenance of benefits data.  


2. It is difficult to coordinate the risk management of total benefits because data resides in 
multiple systems and on Excel files.  


3. Vendor management requires a manual reconciliation of all related benefit codes and 
deductions using Excel to reconcile to the vendor’s billing and to prepare a payment to the 
vendor.   


4. The City operates benefit plans on both a calendar year and fiscal year basis which, without 
specific benefits focused functionality, requires manual manipulation to create the reporting 
needed for budgeting and analysis. 


5. The calculation of an employee’s premium for dependent coverage must be manually 
calculated each year and loaded into the benefits deduction table due to the limitations of 
the system’s ability to perform complex formulas. 


6. Calculations and tracking of excess life insurance premiums are managed using Excel. 


7. The system does not have an arrears functionality to track and accumulate employee 
deductions or partial deductions which have not been deducted from a payroll check; this 
must be tracked manually. 


8. Benefit elections data is entered as a benefit code in the Payroll module.  All other data is 
maintained on hard copy in the employee’s file. 


9. The New World Payroll module cannot apply a waiting period to a benefit plan and 
automatically enroll and/or initiate a deduction after the employee’s waiting period is 
satisfied.     


10. The system does not provide a self service functionality to allow employees to enroll 
themselves in benefits programs, elect changes to their benefits due to a family status 
change or to update information.  The current benefits enrollment process is performed 
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manually.  


11. Verification of employee information, such as a marriage or divorce, which allows changes 
to benefits, is an entirely manual process. 


12. The City pays monthly contributions for employees into the LAGERS state wide fund using 
an Excel spreadsheet to maintain a list of all LAGERS participants, their salary, their benefit 
group, and their contribution value.   


13. The LAGERS report is a state required report which must be exported to Excel to 
manipulate the report into the specific format required by the State of Missouri.   


14. The system does not provide electronic workflow to initiate changes and approvals of 
benefit forms. 


15. Multiple manual processes are used to manage employee benefit elections and changes to 
data, which results in an inefficient use of the City’s resources and increased risk for errors.  


16. The system does not handle retroactive payroll adjustments for payroll deductions that are 
due but not taken.  The employee must pay for missed deductions outside of the Payroll 
system.  This is also a potential compliance issue if the deduction is taken pretax.   


17. The system does not provide historical benefits information.  


18. The system does not provide a user friendly report writer to accommodate the current 
reporting requirements.  


19. The system does not provide “what if” modeling for forecasting of bargaining unit 
negotiations, budgeting projections and the effect on net paid based on various benefit 
options.  


20. The process of creating a Benefits Statement for employees is very labor intensive and 
cumbersome due to the fact that data resides in multiple systems, there is no historical 
tracking, and the data must be manipulated extensively to produce an accurate statement. 


21. Retroactive adjustments to cost sharing require manual calculations.   


22. The system does not provide the ability to track eligibility that crosses fiscal and calendar 
years  


23. Dependent data is not maintained in a central, integrated database which links all 
dependents under an employee’s ID number with all coverage. 


24. Paper forms are used for all enrollments for new hires, changes, family status changes, and 
open enrollment.   


25. The system does not maintain beneficiary data.  


26. When an employee enrolls in a new benefit plan, such as a new medical plan, the 
enrollment in the old medical plan has to be manually terminated. 


27. There is no automated notice to departments/functions to inform them if a terminating 
employee owes any deductions or loan amounts to the City.     
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28. Changes to vendors’ data have to be manually updated with each vendor; there is no 
electronic feed of data. 


21. Determine how new technology might be able to address these unmet needs. 


Newer technology would be able to address many of the [Client’s] unmet needs.  Specific 
functionalities of a newer system that would benefit the [Client] include: 


1. A Benefits module that is fully integrated to other HR modules as well as Payroll and the 
financial modules would offer the City real time information, data integrity, operational 
efficiency, and ease of reporting and the elimination of duplicate data entry.  


2. The system should have the ability to produce Benefits Statements using consolidated data 
from various sources within the system. 


3. The system should provide Employee and Manager Self Service tools to allow employees 
the ability to change benefit elections, beneficiaries, and other personal data and to allow 
managers the ability to approve the changes before updating the system.  


4. The system should provide the ability to configure the tax treatment for each benefit 
deduction.  


5. The system should provide the ability to make retroactive adjustments for payroll deductions 
that are due, but not taken, by tracking arrears due and attempting to collect the normal 
deduction and all or a portion of the past due amount from the employee’s next paycheck. 
This type of correction is preferred in order to fully comply with IRS regulations regarding 
pre-tax deductions, and reduces the need for reconciliations of manual payments from the 
employee with payroll deduction amounts.   


6. The system should provide historical benefits information allowing the City to perform risk 
management and trending analysis.  


7. The system should provide a greater capacity for tracking benefit plan attributes 


8. The system should provide a greater capacity for tracking employee elections, dependent 
coverage and beneficiary information. 


9. The system should have the ability to create electronic workflows to route and approve 
various benefit forms. 


10. The system should provide the ability to perform “what if” analysis. This functionality would 
greatly help the City during the budget process and bargaining unit negotiations.  


11. The system should provide the ability to calculate any “burden” or “fringe” rate used to 
allocate benefit expenses to agencies, units or departments based on user-defined rules. 


12. The system should have the ability to track benefit eligibility that crosses fiscal and calendar 
years. 


13. The system should provide the ability to group employees by user defined attributes that 
can be used for the consistent processing of transactions.  
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14. The system should provide the functionality to enter and maintain dependent information, 
including dates of birth and social security numbers with user defined eligibility rules.   


15. The system should provide the ability to enter and maintain beneficiary data for employee 
life insurance and retirement plans.   


16. The system should provide the ability to calculate premium amounts based on either a flat 
dollar amount or a percentage of gross earnings.  


17. The system should provide the ability to define “earnings accumulators” which consolidate 
pay codes according to a definition of “earnings” in a retirement plan or pension plan and 
apply benefits processing to the earnings.  An example would be the calculation of a 
pension plan contribution based on specific earnings. 


18. The system should support the billing of vendors on either an invoiced or self billed platform 
with automated feeds to ensure data integrity and reduce the need for reconciliation. 


19. The system should track employer contributions in the HR module as part of the total 
benefits structure and administration.  


20. The system should provide the ability to track tuition reimbursement, including the approval 
process, amount requested, amount paid and amount remaining.  For more detail, please 
refer to the Training Needs Assessment Report.  


21. The system should support automated notices to department heads or supervisors who 
need to know when a terminating employee owes deductions or loan amounts to the City.  .   


22. The system should provide a method for zeroing out leave balances upon an employee’s 
final termination and creating a final pay out check.  


23. The system should support the use of automated feeds for enrollment data, including 
deductions, to benefit vendors.     


24. The system should provide a robust report writer for ad hoc reporting that is intuitive and 
user friendly.   


25. The system should provide online employee communication of benefit elections, benefit 
plans summary plan descriptions, links to benefit vendors, etc. via a central, consolidated 
point of access through an Intranet portal or an Internet portal. 


26. The system should support automated notices to employees of FSAs re-enrollment and 
FSA participation. 


27. The system should have the ability to create electronic workflows to route and approve 
various benefit forms. 
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1. Describe the overall purpose/functionality of the Leave Management system. 


The City of Lee’s Summit administers several types of leave within the Human Resources 
Department:  


• Family Medical Leave (FML)  


• Short Term Disability (STD) 


• Long Term Disability (LTD)  


• Workers Compensation (WC)  


• Discretionary 


• Administrative Leave or Disciplinary (though this is primarily administered through each 
department.) 


• Military Leave (including re-entry rules requiring declaration of physical status.) 


Family Medical Leave 


Family Medical Leave, or FML, is Federally required for employees who have worked 1,250 hours for 
an employer and who also satisfy certain criteria. An FML leave provides job protection to an 
employee who must be absent from their job due to a medical necessity.   


The City’s philosophy considers an employee actively at work as long as they are being paid vacation 
or sick leave pay.  Under this philosophy, no replacement of an employee due to an extended 
absence is considered while they are being paid from their vacation or sick leave bank.  However, 
extended use of sick leave must be requested and approved and an employee may request FML in 
order to receive sick pay beyond the third consecutively regularly scheduled work day. 


An employee requests FML leave by completing a paper form or application and turning it into their 
Supervisor.  After the Supervisor has reviewed and authorized the form, it is sent to Human 
Resources for final approval and administration of the leave.   


Human Resources will advise the employee of any additional paperwork needed, such as physician 
documentation, in order for the FML to be approved.  The application remains in a pending status until 
the physician information is received.  The information is reviewed and the FML is approved by the 
Director of HR.   


Private health information (phi) is kept in a separate medical file to ensure compliance with HIPAA 
regulations.  Exceptions to this are for leaves granted to employees for the care of their spouse, child, 
parent, or to the father of a newborn where the employee would be required to exhaust all other types 
of payable leave time before having access to sick time.  In addition, a physician’s documentation 
would be required before access to sick time would be granted for FMLA for the employee’s spouse, 
child, parent, or father of a newborn.  This process also applies to leave for an adoption.   


The communication process for approval of a leave proceeds as follows: 


1. After the leave is approved, a letter goes to the employee to notify them of the approval and to 
provide information regarding the leave, such as start and stop dates, additional steps, next 
follow up dates, etc.   


2. The Supervisor receives an e-mail from HR that documents that the notice has gone to their 
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employee.  The e-mail has an attachment that is built in Excel to track the leave usage 
submitted by the employee. 


3. When the employee submits their leave hours to their departmental Timekeeper, a paper file is 
generated that is sent to Human Resources.   


4. HR records leave hours information for each employee on leave in an Excel spreadsheet that 
tracks summarized hours used for leave by employees throughout the City against the FMLA 
entitlement of twelve weeks in a rolling 12 month period. 


5. Only sick hours are reconciled with time taken in New World by running a report each pay 
cycle to determine if the City has an obligation to designate FMLA without the employee’s 
request.  The report is reconciled with the Excel spreadsheet.   


The spreadsheet tracks sick leave hours, FML hours, and STD hours.  The Timekeepers do not 
consistently code the hours to reflect how the leave is used and/or paid. 


FML and STD always run concurrently, if the employee is eligible. 


Short Term Disability 


Short Term Disability (STD) and FML always run concurrently if both are available to the employee.  
STD is self insured by the City, administered by Human Resources, and paid through Payroll.  There 
is a one day wait for absences due to an accident and a seven day wait for absences due to an 
illness.  STD payments will not begin until all sick time has been exhausted and waiting periods have 
been met. 


Claims for STD are handled in the same manner as described above for FML requests, and if the 
information provided for FML is sufficiently detailed, the employee only needs to complete one set of 
leave forms.  If the employee is eligible for STD only, the forms are slightly different.   


Claims are paid through Payroll by the use of a specific pay code.  Payments of STD are manually 
calculated and the flat dollar amount is entered by Payroll in the pay code at 60% of the employee’s 
salary.  Departments are charged for STD premiums, which are assessed in the budget process.  The 
actual payments to employees are charged through a posting to the General Ledger.  Returns to work 
require a physician release, as well as other paperwork. 


Long Term Disability  


Long Term Disability (LTD) begins when STD is exhausted.  LTD is provided through a fully insured 
insurance product and at a minimum, LTD has a 90 day wait and there is a premium waiver on the 
policy.  When the employee’s paid time is exhausted to zero, the employee is terminated if there is an 
undetermined date of “return to work.”  Premium waiver also exists on the life insurance for employees 
on LTD, if they meet the criteria.  LTD benefits are paid direct to the employee by the insurance carrier 
at 60% of the current salary. 


Workers Compensation 


Workers compensation coverage is self-insured by the City also.  A third party administrator (TPA) 
supports the City’s administration of workers comp.  The TPA pays the employee direct from a 
separate City fund with authorized weekly ACH transactions.  The check is created by the TPA, but 
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physically sent to the employee through Human Resources, who routes it to Payroll for delivery to the 
employee. 


An employee is put on workers compensation disability only if an authorizing physician documents the 
employee is unable to work.  If documented, the employee is put on “total temporary disability” or TTD 
which pays 66 2/3% of their average weekly wage calculated from the 13 weeks prior to the injury.  
The City also pays additional supplemental workers comp equal to the difference between 66 2/3% 
and 100% of the employee’s average weekly wage, and this payment is paid through Payroll for the 
first 90 days after an injury.   


The TPA’s workers compensation payments are nontaxable, but the supplemental workers comp 
payments for the additional 1/3 payment are taxable.  Payroll receives the TPA generated check and 
calculates the difference payable between the TPA check and the supplemental workers comp check 
by using an Excel file.  The TPA check and the Payroll check (or the ACH stub) are mailed together to 
the employee. The TPA is not able to utilize direct deposit for TTD checks. 


There is no pre-determined limit to TTD leave.  The workers compensation leave will continue until the 
physician declares the employee at “maximum medical improvement” or MMI.  At any point as 
determined by the physician, an employee can return to modified duty if appropriate work is available 
that meets the injured worker’s prescribed restrictions. All TTD payments stop if the restrictions are 
lifted by the authorized physician, accommodated with modified duty assignments, or the employee 
declines the modified duty assignment offered. Once TTD payments stop the employee becomes paid 
on a regular basis.   


Excel spreadsheets are used to track modified duty and lost work days. Workers Compensation class 
codes are determined by the Division of Workers Compensation. All job titles have assigned class 
codes in the AS400. These codes are used to calculate Missouri Second Injury Fund (SIF) 
assessments that are paid quarterly to the Department of Revenue.  Timekeeping codes are used to 
track the hours and days associated with workers compensation payments. The TPA tracks lost work 
days and TTD payments for reporting to state and regulatory agencies.  Lost work days are reported 
to the state.  Lost work days, the frequency of the claims and the costs are reported to the National 
Commission on Insurance (NCCI) that sets the modification rate – or rate per covered payroll dollar - 
for the self insurance premiums. The use of the timekeeping codes to track workers compensation 
payments is not validated in any way and may not be accurate.  Tracking is managed through Excel. 


If a volunteer has an accident while working for the City, it is still considered a worker’s compensation 
event, unless the volunteer work is due to court ordered community service.  The liability risk is 
managed through Risk Management in Human Resources.  The volunteer hours are reported to the 
liability insurance carrier and the excess workers compensation insurance carrier and are part of the 
calculation of the modification rate.  Currently, these hours are tracked for Parks & Recreation, Animal 
Control, and Airport, who report volunteer hours by tracking them on Excel spreadsheets and sending 
copies of the Excel spreadsheets to Risk Management.  The Excel file contains the number of 
volunteers and the hours worked are accumulated over time to provide average annual hours. 
Tracking of all volunteer hours regardless of department is required to accurately forecast liability 
exposures and to calculate applicable insurance premiums.   


Occupancy levels within each City owned facility also have to be tracked for insurance policy 
purposes. Every employee must be assigned to a site so the building’s occupancy level can be 
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tracked for property liability insurance and workers comp. 


2. Does the Client have a single system that records and tracks all Leave Management activities?   


Leave Management activities are tracked manually.  The City does not use a Leave Management 
software system to facilitate this process.   


3. Are there stand alone systems (including other applications, spreadsheets or manual processes) 
that are needed to track employees' leave activities? 


All leave activity is managed on Excel spreadsheets with the support of Timekeeping data, which is 
primarily maintained manually in Excel also. 


4. If so, describe the functionality provided by each of these stand alone systems.  Why are they 
tracked outside of the main system? How is data from the standalone system interfaced to the 
main HR system? 


The main Human Resources/Payroll system is New World, but it is not used to track and manage 
leave activity.  As mentioned previously, Excel spreadsheets are used to provide Leave Management 
functionalities.  No leave data is interfaced between New World and Excel. 


5. Do the stand alone system(s) hold the same information as main Leave Management system? If 
not, how much time is spent on reconciliation activities? Which system is more correct? 


There is some coordination of data between Payroll and the Leave Management data if Payroll is 
impacted.  An example would be the coordination between workers compensation data and the 
payment through payroll of the supplemental workers comp amount.  However, little reconciliation is 
practiced between systems and the City recognizes that some data, especially Timekeeping data, 
may have limited integrity. 


6. Does the Leave Management system used by the Client provide the ability to track multiple types 
of leaves concurrently or sequentially? 


Leaves can be tracked concurrently or sequentially; however, it is due to the fact that the tracking is 
performed manually. 


7. Describe the process of managing and maintaining an employee’s accrued leave, such as sick 
leave and vacation leave. 


New World calculates the accruals and processes usage within the pay cycle according to the hours 
entered by Timekeepers, adds to the accrual and decrements as used, and calculates the employee’s 
balance.   


Comp time – or awarded time off in lieu of overtime - does not fit well into the New World structure.  
New World can process the data entered by the Timekeepers, but has limited functionality to cap the 
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amount of time that can be earned or rules around usage.   


Firefighters also have a unique set up in that their holiday pay is loaded into their holiday bank at the 
beginning of the calendar year.  Throughout the year, the Firefighters then use their holiday pay as 
their schedule permits – whether the time off is actually on the holiday or on a different day.   


Holiday pay for Police Officers also carries some unique characteristics.  If a Police Officer works on a 
holiday, the Officer is paid time and a half and receives matching comp time.  Since holiday time and 
comp time are tracked within the same bank, this increases their exposure to the limit on comp time.  


8.  Does the current Leave Management system provide the ability to assign leave eligibility to 
specific groups of employees based on Client defined criteria? 


There is no Leave Management system which provides rules based eligibility; it is managed manually. 


9. Does the current Leave Management system provide the ability to quantify lost work time, accrued 
vacation time, or other user defined criteria for leave values? 


Timekeeping hours track all types of time through the New World Payroll module, except for lost work 
time associated with Workers Comp.  Any time that is paid is tracked in Payroll and all other type of 
time is tracked in Excel. 


Lost work time must be manually calculated using a formula from the State.  The State formula 
calculates lost work time for temporary total disability (TTD) and permanent partial disability (PPD) for 
permanent settlements, which are also paid through the City’s TPA using weekly authorized ACH 
transactions and check registers.   


10. Does the current Leave Management system integrate with Payroll, Personnel Administration, and 
other HR related systems, as well as any needed core financial systems?  If not, how is data 
interfaced? 


There is some functionality provided by the New World Payroll module, which is well integrated with 
GL.  All other processes are manual. 


11. Does the current Leave Management system track historical records of leave by employee, by 
department, and by job code that can be used for risk analysis? 


Leave history is maintained within Excel files and paper files, which limits the ability to easily perform 
risk analysis or to accurately ensure that eligible FMLA hours per employee do not exceed the rolling 
12 month cap. 


12. Does the current Leave Management system provide robust reporting capabilities for standardized 
reports, as well as ad hoc reporting on an as needed basis? 


All reporting must be manually created due to the absence of a Leave Management system.  
However, simple reporting based on Timekeeping data alone can be created.   
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13. Does the current system offer any employee and/or manager self service functionalities? 


There are no self service capabilities for employees or managers. 


14. Does the current Leave Management system generate any notices to managers or Human 
Resources personnel regarding an employee's leave status? 


Notices via e-mail are manually generated to managers to keep them informed of an employee’s 
leave status.   


15. Does the current Leave Management system provide the functionality to generate informational 
leave packages for employee education? 


All communication surrounding leave management is manually created and verbally discussed with an 
employee going on leave.  Informational material for employee education regarding Workers Comp 
temporary total disability leave is provided by the Division of Workers Compensation.   


16. Identify any manual processes associated with Leave Management. This includes a general 
description of the process, reason that it is performed and why it is performed manually. 


All leave activity is tracked using Excel files.   


17. Identify the unmet needs of the Leave Management area. 


1. The City does not have a Leave Management module that provides tracking and management 
functionality that is fully integrated with other HR functionalities and Payroll.  Some tracking of 
leave is provided through the Timekeeping function and certain leave reports are generated 
out of the Payroll Module.  However, the HR Department has to track data using multiple Excel 
spreadsheets and perform multiple reconciliations to ensure employees’ leave information is 
accurate. In addition, this lack of integration leads to duplicate data entry, lack of data integrity 
and lack of real time information. 


2. Excel files are used extensively to provide the necessary functionality to track and administer 
the various leaves of the City. 


3. The Leave management functionality that is provided through the Payroll module does not 
have the ability to administer leaves that are not based on accrual schedules. 


4. The Payroll module does not have rules based processing that supports automated 
transactions to track and document leave activity, reduce user workload, and encourage 
consistency in application of HR policies throughout the City.   


5. The processing of leave requests and approvals is entirely manual (on paper forms).  There 
are no automated workflow tools to expedite authorization. 


6. Leave hours are tracked on Excel spreadsheets, even if some Timekeeping tracking is 
available.  The manual process does not ensure accuracy and integrity of the Timekeeping 
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data. 


7. Payments of short term disability and supplemental workers compensation must be manually 
calculated using Excel spreadsheets. 


8. The Payroll module cannot administer leaves based on state and federal requirements, 
particularly the pending changes and new employer requirements under the FMLA. 


9. There are no self service functionalities for employees, supervisors, or managers. 


10. There is no central, consolidated tracking mechanism available to manage data related to all 
types of leaves.   


11. There is no systematic tracking of user defined reason codes to facilitate the reporting and 
analysis of the reasons for leave and the costs associated with each type of leave. 


12. There is no integration of training requirements with leave data to trigger additional required 
training/certifications/tests after an employee has been on extended leave.  


13. The entire process of facilitating and managing employees who are out on FMLA - including  
generation of alerts for all key dates, generation of letters that explain FMLA rules, advising the 
employee of the amount of eligible FML time available, or emailing a notice to the employee – 
is manual.   


14. Volunteer hours are covered by the City’s self-insured workers compensation program, but are 
not tracked in any system (only in Excel), and are not tracked by every department.   


15. Occupancy must be manually tracked for each facility and employee’s location, even though it 
is relevant to the self insured workers compensation program of the City. 


16. There is no historical data which consolidates leave activity over time for trending or analysis.  
History is only available through the data within the Excel files. AS400 reports can be run for 
defined time periods upon request to evaluate individual employee leave usage. 


17. No reporting can be generated without manual manipulation due to the presence of data in 
multiple places, including Payroll, Timekeeping, paper and multiple Excel spreadsheets. 


18. There is no electronic calendaring system to trigger events.  


18. Determine how new technology might be able to address these unmet needs. 


1. A robust Leave Management module should provide the City the ability to track and manage 
leaves based on multiple criteria, i.e. employee groups, bargaining units, user defined criteria 
and state and federal requirements. 


2. The Human Resources system should have Leave Management tracking capabilities that 
integrate with Timekeeping, Budgeting and Payroll. The fully integrated system would eliminate 
duplicate data entry, facilitate ease of reporting and preserve data integrity. Integration to 
Payroll will ensure that full disclosure of an employee’s leave status is available throughout the 
system and from any access point. 


3. The system should provide the ability to track different types of leave on a concurrent or 
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sequential basis based on user defined criteria. 


4. The system should provide the ability to track information based on departmental, budgetary, 
and state and federal requirements and needs.  


5. The system should provide the City the ability to define rules for usage, limits, approvals, and 
access based on the City’s policies and procedures.  


6. The system should provide the ability to process overrides based on user defined 
authorizations. 


7. The system should provide the ability for users to report on both historical and current leave 
data to analyze trends, budgeting projections, and labor issues.  


8. The system should provide the City the ability to establish rules surrounding an employee’s 
return to work to ensure requirements such as a physician release to work, training, 
certification, and safety are addressed and confirmed prior to the employee’s first day at work.  


9. The system should provide the City the ability to create an automated workflow for employees, 
supervisors, and managers - where appropriate - to eliminate the need for paper forms.   


10. The system should provide user-defined reason codes to track reasons associated with each 
type of leave. 


11. The system should provide the ability to set up security levels which will establish the proper 
access to leave data for supervisors, managers, and designated users as approved.  


12. The system should offer not only standard leave reports, but also an intuitive, user friendly 
report writer that allows the development of ad hoc reports by any City employee with proper 
access, and e.g., use of sick leave that was FMLA certified which is not to be considered in the 
employee’s performance evaluation.   


13. The system should automatically manage the employee’s eligible benefits based on user 
defined criteria if the employee’s leave becomes unpaid. 


14. The system should provide the ability to calculate and track STD payments. 


15. The system should provide the ability to calculate and track supplemental workers 
compensation payments. 


16. The system should provide the ability to create an automated notice to contact the appropriate 
recipients when the management of a leave requires attention, such as a physician’s extension 
of leave, filing of a long term disability claim, benefit deduction payments, or suspension of 
computer access.  


17. The system should provide a way to automate an employee’s change of status from regular to 
modified duty.  The change of status should allow users to configure other events that must 
take place (i.e. change in number of hours worked per pay period, change of tax status, etc.) 
This function could have value in addressing new ADA regulations regarding accommodations.  


18. The system should automatically stop accruals of vacation and sick time when the employee is 
out of pay during a leave. 
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1. Describe the overall purpose/functionality of the Personnel Administration system. 


The City of Lee’s Summit employs a workforce of approximately 700 employees on a consistent 
basis, with an additional 300 seasonal employees during the summer.  Management of the City’s 
workforce is based on a decentralized structure which allows the departments to manage their 
employees very autonomously.   


The New World system is the City’s financial system.  Its Payroll module contains basic Human 
Resources (HR) functionality and is used to manage HR related tasks, such as employee 
demographics, benefits, performance, compensation, and training and development.  However, as 
payroll is its primary function, the human resources capabilities are limited and the New World 
system cannot provide all of the functionality needed by the City to manage HR.  This has resulted 
in the creation of many ancillary, manual processes required to supplement its functionality. 


Employee Data 


All information for employees is entered into the New World Payroll module.  This information 
includes: 


• personal information such as name, address, date of birth, emergency contact, etc. 


• Important dates such as date of hire, date of performance evaluation, date of eligibility for 
benefits, etc. 


• pay rates 


• employee benefit group 


• job code and classification 


• department 


The information is compiled on paper by the HR staff during the hiring process.  The package is 
then given to the Payroll Specialist to complete information that is relevant to payroll and to enter 
benefit related information.  Then the package is returned to HR, where the remainder of the data is 
entered by HR into the New World Payroll module.  Both staff members in HR and Payroll are 
trained on how to enter the data into the system so they can supplement each other’s duties.  The 
cross training also provides an audit of the data entry as the staff members crosscheck each 
other’s work to confirm its accuracy. 


Changes 


Changes to an employee’s data are initiated by the department on paper forms and sent to HR for 
processing.  Both Payroll and HR review the transaction data and complete any additional data 
before entering the change into the New World system.  The HR/Payroll maintenance to 
employees’ records is processed every two weeks in preparation for payroll.  Though changes to 
employees’ records can be entered as received using future effective dates, the City does not 
currently have a sufficient volume of changes to require advance data entry.  Consequently, the HR 
and Payroll Departments hold the transactions until the payroll cycle in which they are effective. 


Currently, changes to structure, such as a new job or title, can be easily entered.  However, the 
current set up of the New World system does not support the City’s use of pay grades within 
ranges as established in their compensation structure.  The New World system is set up as a step 
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and grade system, which is attached to a job.  To manage the pay grade system, the step and 
grade system must be manually manipulated.  In addition, there is no monitoring of minimums and 
maximums of grades.  If changes are needed to the tables, the HR staff makes the change on the 
master table.   


Performance Evaluations 


The City uses a pay for performance system, which uses an organizational anniversary date of 
April 30th for all employees.  The performance evaluation form is an electronic Excel document that 
is located on the City’s Intranet.  Managers access it through the Intranet, download it, and can 
then complete it electronically and save it as an electronic document which can be e-mailed.  The 
New World system only retains one value for the employee’s performance, which is maintained in a 
user defined field and does not provide historical tracking or reporting capabilities.  When 
performance evaluations are due, HR pulls a query of the performance values and changes any 
values that are different from the previous year.  In addition, a new numerical and verbal 
description is entered, if needed.   


A master Excel file is used to manage several different functions related to employees’ pay and 
benefits.  For performance evaluations, ratings are compared through a query to equate ratings to 
the percentage increase of merit.  Once all evaluations are received, the query is used to monitor 
the minimum and maximum of the pay grades and ranges, download current salary, and then 
calculate the new pay rate.  The Excel file does not upload the new pay rates to the New World 
system, so they must be manually entered.  To translate the information in the Excel file into the 
structure of the pay system, the data has to be translated into the step and class structure that is 
set up in New World.   


Lump Sum Transactions 


Lump sum calculations for “top of range” payments are processed by the HR staff using the master 
Excel spreadsheet.   


Benefit Elections 


Using the master Excel spreadsheet, benefit elections from Open Enrollment are manually loaded 
into the New World system.   


Total Compensation Statements 


The master Excel file is used to create a mail merge that produces Total Compensation 
Statements.   


Budgeting 


The master Excel file is also sent to Finance to reconcile with budgeting and the number of 
employees.  


2. Does the Client have a single system that records all the personnel transactions such as hiring, 
transfers, pay changes, terminations, etc.? 


The New World Payroll module is the single system used to house all employee data and manage 
all personnel transactions. 


3. Does the current HR system integrate to the Payroll, General Ledger, Budget and other core 
financial systems?  If not, how is data interfaced? 


The Payroll module is a part of the New World financial system and integrates well with it.  
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However, other New World modules do not integrate as seamlessly and are not used.  Examples of 
the limited integration functionality are the New World Position Control module which did not 
integrate well with Budgeting and the Personnel History module which is not integrated with the 
Payroll module.    Use of both Position Control and Personnel History modules require duplicate 
data entry to use. 


4. Does the system used by the Client to manage personnel transactions retain a historical record 
of each transaction for each employee? 


There is no automated retention of personnel transaction history in any New World module.  If 
history on a transaction is desired, the data must be re-entered in the personnel transaction history 
module of New World.  If a change is made real time to a field, such as on the employee master, 
there is no historical tracking of that change other than an audit record of the change.   


5. Does the current system provide tracking of rehires and any bridging of service?  If not, how is 
that information captured and maintained? 


The City does not provide bridging of service to its employees.  If a person is rehired within 60 
days, they are re-entered as a new hire in the system and a limited number of benefits are 
reinstated.   


6. Does the current system identify and manage records for temporaries, interns and other 
contingent workers? 


The New World system is used to manage all information for temporaries, interns or other 
contingent workers in the same manner as a regular employee. 


7. Are there stand alone systems (including other applications, spreadsheets, manual processes) 
that are needed to support the management of personnel changes and HR tasks? 


• Excel files are used extensively to supplement the functionality provided by the New World 
system.  They are used for: 


o Managing performance evaluations 
o Calculating merit increases 
o Creating Total Compensation Statements 
o Capturing and tracking benefit elections during open enrollment 
o Generating queries from the Payroll system  


• An index card is kept for each employee that contains all historical personnel transactions for 
that employee.  The same information is manually summarized at the beginning of each 
personnel file. 


8. Describe the manual processes used to record personnel transactions. Please provide a 
general description of the process, the reason that it is performed and why it is performed 
manually. 


The following is a list of manual processes necessary to manage HR data and transactions: 


• Performance evaluations are managed using an Excel file for calculations and translation 
into the step and grade schedule used by the New World system. 







 


 4 of 10 
Completed by:  Schafer Consulting            Last Update: 11/22/2007 5:46 PM 


• Reports are manually created using a query export into Excel. 


• Index cards are used to track personnel transaction history. 


• A paper personnel file is used to log personnel transaction history for each employee. 


• A manual log is maintained of disciplinary actions. 


• Manual equity analysis reports are generated each time someone is hired. 


• A Total Compensation Statement is generated using Excel. 


• Paper forms are used to initiate all personnel transactions, as the system does not have an 
automated workflow.  The forms are initiated by departments, Human Resources and 
sometimes, by the employee. 


9. Describe how applicant information is transferred into the main HR system when an applicant is 
hired. 


Applicant information is not maintained in an Applicant Tracking system or module, but is 
maintained on a very limited basis in an Access database.  As a result, new hire information must 
be re-entered into the New World Human Resources system. 


10. How is benefits information entered into the HR/Personnel Administration system? 


As mentioned in the response to Question #1, benefits elections are tracked on an Excel file and 
manually entered by HR or Payroll staff into the New World system – whether the information is for 
a new hire, a change, or for an Open Enrollment.   


11. Describe how personnel transactions are processed, reviewed and approved, and maintained 
in the current HR/Personnel Administration system. 


Paper forms are used to process all personnel transactions.. For more information, please refer to 
the response to Question #1. 


12. Does the current HR/Personnel Administration system provide any self service capabilities for 
employees or managers?  If yes, please describe this functionality. 


There is no self service functionality provided by the New World system. 


13. Does the current HR/Personnel Administration system provide any automated workflows for 
paperless processing of personnel transactions?  If yes, please describe this functionality. 


No automated workflow functionality is provided by the New World system. 


14. Does the current Personnel Administration system support and maintain a table driven system 
of job family, job class, and job codes for all positions? 


The New World system is a table drive system which provides structure around the City 
compensation system related to job family, class or classification, and code. 


15. Does the current Personnel Administration system provide a way to change/update the system 
of job classification? 
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Tables within the New World system can be updated easily. 


16. Does the current HR/Personnel Administration system track positions and provide position 
control with integration to the General Ledger and the Budget?  If yes, describe this 
functionality. 


Position numbers are not assigned to employees or used within the compensation structure.  Job 
codes are used, but there is no integration with the General Ledger or Budget modules to allow for 
the tracking of FTEs, department budgets, and position control. 


17. Does the current HR/Personnel Administration system provide the ability to group employees 
by specific data attributes, such as hire date, union affiliation, pay plan, etc.? 


The New World system provides the ability to set up employees in groups using common attributes.  
Most frequently, these groups are “employee benefit groups” and their grouping is coordinated 
around benefit packages and rules.  These groups are the most robust within the New World 
system. 


Grouping based on data attributes is less reliable within other systems, such as the Access 
database. 


18. Describe how the current system tracks performance evaluations? 


Performance evaluations for the entire workforce are conducted on the same anniversary date of 
April 30th.  The evaluations are tracked in user defined fields, as described in the response to 
Question #1 above.   


19. Does the current system track the entire performance review cycle? 


Three month probationary performance evaluations are required for IAM union members.  Six 
month evaluations are required for all other non sworn new hires.  There is no change to the 
performance evaluation schedule for transfers or promotions. 


The tracking of probationary performance evaluations is performed using pre-scheduled e-mails, 
i.e. an e-mail with a future “send” date is set up by HR as a reminder for the probationary 
performance evaluation.  Though this creates an electronic reminder, it is a manual process and 
completely unconnected to the employee’s record.  If the employee’s record changes, there is no 
automatic update to the e-mail reminder.  The rule of writing probationary reviews is inconsistently 
followed. 


20. Does the current system notify managers when performance evaluations are due and escalate 
reminders when performance evaluations are late? 


No reminders are required for annual performance evaluations since the City operates based on a 
single anniversary date.  An e-mail reminder is set up for probationary performance evaluations, as 
noted above.   


21. Describe how the current system tracks company property assigned to an employee, such as 
laptops, security cards, etc.? 


Inventory is tracked at the department level and there is no tracking of this data in HR.  A notice to 
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collect company property is generated by HR and sent to the Supervisor when an employee 
terminates. 


22. Identify the unmet needs for Personnel Administration. 


1. New World modules used for Human Resources functionality do not consistently integrate 
seamlessly.  An example of the limited integration functionality is the New World Position 
Control module, which does not integrate with Budgeting and the Historical Transaction 
Module.  Both of these modules are not integrated and require duplicate data entry to use. 


2. The City does not have a fully developed HRIS, which has resulted in the creation of many 
ancillary, manual processes required to supplement the system’s functionality.  
Furthermore, there is no limited integration between the different databases. An integrated 
HR system will improve the City’s ability to reconcile insurance billing information, improve 
data integrity, and eliminate duplicate data entry. 


3. The use of the Payroll module in the New World system as a Human Resources Information 
System (HRIS) is insufficient to provide the full extent of HR functionality needed by the City 
to manage all HR related processing, transactions, analysis and reporting. 


4. The New World system does not support the City’s use of pay grades within ranges as a 
part of their compensation structure.  The New World system is set up as a step and grade 
system that is attached to a job.  To manage the pay grade system, the step and grade 
system must be manually manipulated.  In addition, there is no monitoring of minimums and 
maximums of grades.   


5. The system only retains one value for the employee’s performance, which is maintained in a 
user defined field.  This field provides only a “snapshot” of the employee’s performance and 
does not retain any historical tracking of performance evaluation measurements for analysis 
or employee development. 


6. Departments are reminded of required probationary performance evaluations through a 
future effective dated e-mail notice.  This process is a manual process and is not tied to the 
employee record, therefore if anything changes, the e-mail notice must be manually 
adjusted. 


7. An Excel file must be used to compare the current performance ratings to the percentage 
increase of merit.  The Excel file is used to calculate the merit increase awarded to the 
employee.  However, the Excel file cannot upload the new pay rates to the New World 
system, they must be manually entered.   


8. To translate the information in the Performance Evaluation Excel file into the structure of the 
pay system in New World, the data has to be translated into the step and grade structure 
that is set up in New World.   


9. A master Excel file is used as a consolidated record of items such as pay increases, lump 
sum payments, and benefit elections to provide a consolidated resource for information 
used to create a Total Compensation Statement.  This information should be available 
through reporting from an HRIS system. 


10. A master Excel file is used to capture benefit elections of employees during annual Open 
Enrollment and to manually enter the new elections in the New World system. 


11. Paper forms are used to initiate all transactions, as there is no automated workflow within 
the system.  This results in labor and paper intensive processes in order to manage 
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personnel transactions. 


12. An index card is kept for each employee that contains all historical personnel transactions 
for that employee, as well as a personnel transactions history that is also logged in the 
employee’s paper personnel file.  This is purely a manual process resulting in numerous 
files maintained to track employee activity – often containing duplicate data, which 
increases the risk of inaccuracies between files and increased labor to maintain the files.  


13. Performance goals are maintained manually as part of the performance evaluation process 
or through Word documents. 


14. Performance management issues, such as disciplinary actions and performance 
improvement plans, are not documented in the system as part of the employee’s electronic 
record.  History on disciplinary actions is maintained manually in a log.  This process 
provides no reporting or analysis capabilities for risk management and employee 
performance and development.   


15. There is no integration of applicant tracking data or new hire data with the Human 
Resources functions provided by New World. 


16. The system does not provide any automated workflows for personnel transactions. 


17. The system does not provide any manager or employee self service tools. 


18. The system does not provide a field that documents whether an employee is eligible for 
rehire or not. 


19. Position numbers are not used in conjunction with job codes and classifications to provide a 
structured methodology in support of position control and FTE budgeting. 


20. The system’s capability to create employee groups is somewhat limited and users rely on 
the “employee benefit group” more often due to its reliability. 


21. There is no consolidated tracking of company property assigned to an employee in the 
system; it is tracked at the employee level and in the IT department.  This process does not 
support organizational reporting and analysis. 


22. The system does not provide user friendly reporting which supports users sufficiently to 
generate standardized reports or reports needed on an ad hoc basis, e.g., point in time 
reporting for GASB45. 


23. The system does not provide the ability to allow employees to view information on line, such 
as sick and vacation leave balances. 


24. The system does not provide the ability to track changes made to structure, such as position 
number, or to create a link between the old historical records and the new historical records. 


25. Benefit elections and information regarding benefits are not consolidated in one system, 
increasing the need for reconciliation and the chance for potential errors.   


26. Mass changes are not simple enough to be performed by users and sometimes require IT 
support.   


27. The absence of an employee’s previous experience in the system reduces talent 
management capabilities. 


28. There are no automated workflow processes leveraging technology to streamline personnel 
transactions and ensure timely completion of approvals. 
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23. Describe how better technology might be able to address these unmet needs. 


The City would benefit from newer technology that would provide additional functionality such 
as:  


1. An HRIS Suite that is integrated across all HR modules, including, but not limited to: 
Personnel Administration, Benefits, Leave Management, Position Control, Timekeeping, 
Applicant Tracking, and Training.  


2. The system should integrate seamlessly with Financial and Payroll modules. 


3. The system should provide a fully developed HRIS which supports the capture, tracking, 
reporting and analysis of a wide variety of employee related data that is standardized, as 
well as the ability to configure user defined fields to provide additional functionality as 
required by the City.  Data should be managed through a table driven structure that is easily 
updated and accessible, provide best practices in HRIS systems including future dated 
transactions, workflows, security, smart notices, drop down menus, pre-loaded fields, etc.   


4. The system should support various compensation and pay structures including broad 
banding, pay grades, pay ranges, as well as provide the capability to maintain history based 
on the organizational structure at any point in time and change from one methodology to 
another with accurate historical tracking to the level of historical employee data.   


5. The system should have the functionality to manage alternate rates of pay for employees 
such as “function pay”, which is a different pay rate based on a specific type of work. 


6. The system should manage different salary and benefits structures for different employee 
groups.   


7. The system should provide the ability to seamlessly transfer data acquired through an 
Applicant Tracking system into a new hire record based on the processing of a new hire 
personnel transaction. 


8. The system should provide the ability to manage user defined data for each employee, such 
as beneficiary information, eligibility for rehire, dependent data, assigned company property, 
etc. as determined by the organization. 


9. The system should provide the ability to issue reminder notices for evaluations that are not 
received timely.  


10. The system should automatically calculate retroactive pay.   


11. The system should provide automated personnel transaction process that eliminates paper 
forms and updates employee records through an automated process.    


12. The system should retain historical records for all personnel transactions.   


13. The system should provide full management of performance reviews, including automated 
loading of personnel rules, automated notifications, tracking of goals, results of performance 
reviews, etc.   


14. The system should provide automated workflows for personnel transactions. 


15. The system should provide strong position control functionalities to define positions with 
user defined attributes, including date of creation, compensation data, budgeted vs. 
unbudgeted, grant funded, approved FTEs, limited term, etc. Position Control should 
integrate with the Budgeting module and personnel transactions. 


16. The system should support the ability to allocate a position to multiple departments or cost 
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centers, along with related fringe benefits and other associated costs. 


17. The system should support user defined rules to automatically update service dates. 


18. The system should automate the process of seniority tracking. 


19. The system should provide self services functionalities for employees to access and change 
their personal information, such as personal address, based on user defined rules and 
security.   


20. The system should provide self service tools for managers to view designated information 
on their direct reports, such as vacation balance, absenteeism, history of disciplinary 
actions, etc.   


21. The system should allow managers to electronically track and maintain performance goals.  


22. The system should provide consolidated training data that documents requirements for each 
job code or position and links those requirements to various uses such as educational 
tracking, City sponsored certifications, job descriptions, leave returns to work, etc. 


23. The system should provide employees the ability to view information on line, such as sick 
and vacation leave balances. 


24. The system should provide the ability to track changes made to structure, such as position 
number, and create a link between the old historical records and the new historical records. 


25. The system should provide on line enrollment and election processing for benefits 
enrollments, such as United Way elections and integrated benefits enrollment.  


26. The system should allow users to process mass changes based on user defined criteria. 


27. The system should provide “what if” modeling for use budget forecasting and bargaining 
unit negotiations. 


28. The system should support automated tracking of employee and manager goals for 
themselves, their teams, and their departments.   


29. The system should provide a customized dashboard capability. 


30. The system should provide the ability to scan and attach documents to personnel actions, 
allowing users to drill down to the actual backup documentation instead of printing hard 
copies. 


31. The system should provide the functionality to track orientation progress, training, and 
certifications as needed for specific positions. 


32. The system should track various skills attributes of an employee, such as special licenses, 
certifications, training, competencies, performance improvement plans, disciplinary actions, 
etc. 


33. The system should provide the ability to maintain an employee’s previous experience to 
enhance talent management capabilities.  


34. The system should provide robust security, allowing access based on user defined roles 
and attributes.   


35. The system should provide flexible reporting through a user friendly report writer that can 
pull data from various databases and modules for decision support. 


36. The system should provide the ability to track and query by an employee’s job code, 
position number, and any additional financial or organizational data as defined by the City. 
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1. Describe the overall purpose/functionality of the Position Control system. 


The management and control of positions within the workforce of the City of Lee’s Summit is 
through a decentralized structure that allows departments to manage their own internal positions.  
The City uses job codes and class numbers to designate separate positions, but there is no 
position number assigned to FTEs.  Consequently, the departments manage positions primarily by 
using the incumbent’s name in the position and tracking data related to the position at the 
employee level.  


The absence of a position number assigned to FTEs prevents the capture of a numerical count at 
any given point in time that can be reconciled with the City’s FTE budget.  There have been some 
attempts to reconcile the budget with the Position Control Register, a manual spreadsheet, but they 
have not been successful.  


The Position Control Register is used to track positions that are approved and budgeted.    Position 
activity – requests, approval, and budgeting – are allowed only once per year during the budgeting 
process.  The register is updated annually at that time using payroll information.  Previously, the 
report had fallen out of use, but it was resurrected using information from the departments. Due to 
a lack of maintenance, the register can no longer be reconciled with the budget information.  
However, the register is used as the “report of record” and it provides a list of updated titles and 
FTEs attributed to each department.   


Unique needs include the automatic career ladders of the Fire and Police Departments. Those 
changes are not tracked in the Position Control Register, which prevents Fire and Police from 
having the ability to fully forecast their personnel costs each budget year.  Fire & Police can 
manually forecast changes based on the career ladders but there is no technical support of these 
future events in the New World system to validate the data.  Tracking the rules and anticipating the 
changes to employees’ positions each year would be an entirely manual process. 


There is no formal technology system that supports position control for the City.  The New World 
system has a Position Control module, but it does not interface with the Budgeting module.  The 
attempt to use the New World Position Control module resulted in duplicate data entry and the 
maintenance of two separate systems.  This led to data that was not well maintained or integrated, 
which led to the decision not to use New World for position control.      


2. Does the Client have a single system that manages the data and process of tracking positions 
and the activity associated with them?   


There is no centralized system which supports position control and the tracking of position related 
data.  As mentioned earlier, the New World system does have a Position Control module, but it is 
no longer used because of its cumbersome process.   


3. Describe the entire process of capturing, maintaining and tracking position relevant information 
i.e. how is a position created, who approves it, how is it budgeted, how are employees attached 
to the position etc. 
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Budgeting for positions begins at the department level, and the departments are responsible for 
reconciling their FTEs and program/labor allocation.  Position maintenance is allowed only once 
per year – during the annual budgeting process.  A new position is requested by the department 
through an “expansion request process”.  The request flows through the following steps: 


1. A request form is authorized by the department and routed to Human Resources for review 
at the beginning of the budgeting process. 


2. HR reviews the request for accurate personnel costing only, and forwards the request to 
Finance.   


3. Finance consolidates the new position request into the budgeting report that will eventually 
be delivered to the City Manager for consideration. 


4. The City Manager reviews the positions and recommends an approval or denial of each 
new position within the budget. 


5. The new budget then goes to the City Council for final approval.  A new position has to be 
approved by the City Council before any recruiting or hiring can be initiated.   


6. Once the budget is approved, the Position Control Register is updated to reflect the new 
positions and budgeting that have been approved by the Council.  This report is the only 
mechanism used to control positions and is updated and released only once per year based 
on the current budgeting. 


4. Does the system used by the Client integrate with the Human Resources systems, Payroll, and 
Budgeting within the Financial Systems? 


The City does not have a formal Position Control system in place.  Excel spreadsheets are used to 
track and manage position and FTE data.  The information in Excel is not integrated or interfaced 
with the Human Resource system, Payroll system, or Budget system. 


5. Does the Position Control system used by the Client retain a historical record of each position 
for each employee including creation date, job descriptions, changes to pay structure, etc.? 


Historical records for each position held by each employee are not maintained within a Position 
Control system.  However, historical copies of the Position Control Register are retained as a 
historical record of each yearly approved position budget.   


The City does experience a problem with attributes assigned to a job code or position that would 
normally reside on the employee master record.  For example, a pay rate for a specific employee is 
attached to the job code record.  Consequently, that pay rate is forever associated with that job 
code.  If the employee changes jobs and a new employee must be hired to fill the vacancy, a new 
job code must be created for the same vacant position to avoid attachment of the prior history to 
the new employee.  This prevents reporting on the historical activity of a job or position because 
the number assigned to a job may change. 
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6. Describe any manual processes used to maintain activity relevant to position control and 
accurate reporting of positions, vacancies, incumbents, budgeted and non-budgeted activity 
etc.  Please give a brief description of the process, reason that it is performed and why it is 
performed manually. 


The process of tracking data related to position control is entirely manual, as described previously.  
In addition, the following manual processes are performed: 


• Personnel transaction history - and any resulting impact to position control – is not created 
when a transaction is processed.  If a historical record of the transaction is desired, a 
duplicate entry is entered in the New World “History Module”.  There is no standard policy 
regarding when a historical record is manually created.  It is based on a decision made at 
the time by the HR staff and anticipated future reporting that will be needed to evaluate the 
effectiveness of HR programs.   


• The New World Payroll System also does not support the pay for performance process and 
performance evaluations are tracked manually using Excel spreadsheets. 


• To obtain information for budget projections, pay hours must be tracked separately from the 
information that is in the New World Payroll Module.    The lump sum total that is available 
through the GL doesn’t provide the ability to reconcile with payroll.  An analysis of payroll 
hours has provided insight to gaps in management of critical personnel resources.  In 
addition, errors such as those identified in the first bullet cannot be identified by the 
department due to extremely limited reporting functionality.   
 


7. Describe how position information is tracked within the main HR system. 


In the New World Human Resources system, workforce positions are organized using job codes, 
job classes and job classifications.  Job codes represent the lowest level of detail.  Pay grades are 
assigned at the level of employee record. 


8. Describe how personnel transactions impact position control.  Are changes to employees’ 
positions automatic?  Does the personnel transaction update budgeted position information?  
etc. 


Changes to FTEs and positions are allowed only once per year during the budgeting process.  
There is no update to the Position Control Register during the year unless there is a budget 
amendment.  All reconciliation is manual and is accomplished once per year during the budgeting 
process.   


However, the Police and Fire Departments have career ladders that impact positions automatically 
throughout the year.  Changes related to the Police and Fire career ladders cannot be tracked 
and/or automated in any way in New World but must be manually adjusted.  Therefore, when these 
changes occur, the Position Control Register is not updated creating a need to reconcile for these 
changes each year. 
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9. Does the current HR/Personnel Administration system provide any automated workflows for 
paperless processing of personnel transactions and does the automated workflow include 
updates to relevant position tables?  If yes, please describe this functionality. 


No automated workflows currently exist for any paperless processing of personnel transactions.   


10. Does the current Position Control system utilize tables to drive a system of job family, job class, 
and job codes for all positions? 


Job codes, job classes and job classifications are used to create the workforce organizational 
structure.  Though the organization is maintained in tables, there is limited standardized naming in 
place for codes, classes and classifications.  In the New World system, the “bargaining benefit unit” 
has the most functionality to describe an employee group by common attributes and to attach 
employees to the description by enrollment in the “unit.”  But none of this information is budget 
related; it is all benefits related with some pay related attributes such as FLSA status.    


11.  Does the current Personnel Administration system provide a way to change/update the system 
of job classification and in turn other position control tables? 


The New World system is not used to manage position control or position/job code attributes.  Job 
or position attributes are only maintained on the Position Control Register.   


12. Does the current Personnel Administration system provide a way to connect an employee to a 
specific job code and specific position number within that budgeted job code? 


Employees are connected to specific job codes which are budgeted, but FTEs and position 
information is maintained only on the Position Control Register. 


13. Does the current Position Control system provide robust reporting capabilities for standard 
reports as well as reports needed on an ad hoc basis? 


 There are very limited reports available and they must be created on a manual basis. 


14. Describe how the current Position Control system attaches training and certification information 
to position descriptions? 


In general, there is no ability within the New World system to attach training and certification 
attributes to the position or job code. There is limited functionality at the employee level on the 
employee master to establish user defined fields with a yes/no answer.  These fields may be used 
as a work around to identify training/certificate information such as identifying holders of CDL 
licenses.  The limited ability to track this required information presents a significant risk 
management issue. 
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15. Identify the unmet needs for position control for the County.  


1. There is no integration of data between Human Resources, Payroll and the Budget 
Management module. 


2. The City uses job codes and class numbers to designate separate positions, but there is no 
position number assigned to FTE’s, which prevents tracking and reconciliation of budgeting 
numbers. 


3. The departments are managing their own internal positions using data attributes that are 
attached at the individual employee level using the incumbent’s name in the position.  This 
prevents the City from having the capability to manage positions from an organizational 
perspective because the data is only reportable if attached to an employee. 


4. The Position Control Register is a manual report used as the “record” of titles and budgeted 
positions for the departments, but it is not automatically updated with budget data and 
requires manual maintenance.  This increases the risk of error and inaccuracies, does not 
support reporting and analysis and requires manual reconciliation with the data in the 
budget, if reconciliation is possible. 


5. Changes related to the Police and Fire career ladders are not tracked and/or automated in 
any way in New World, and must be manually adjusted.  When changes occur, the Position 
Control Register is not updated, creating a need to reconcile for these changes each year. 


6. The absence of automated tracking of the career ladders in Police and Fire eliminates 
integration of the anticipated cost impact to budgeting into the budget forecast that is 
prepared each year.  Therefore, Police and Fire do not accurately predict their budget to 
include the scheduled changes that are related to their career ladders. 


7. The absence of a technical system does not support reporting, analysis, or decision making 
on position data. 


8. The “bargaining benefit unit” has the most functionality to describe an employee group by 
common attributes and attach employees to the description by enrollment in the “unit.”  But 
none of this information is budget or position related and it does not support position control.   


9. Pay grades are assigned at level of the employee record, which makes workforce planning 
and budgeting at the organizational level difficult at best and prevents any mass change 
functionality. 


10. Training and certification requirements are attached at the level of the employee record, 
which makes it difficult to report and analyze training needs, confirm current compliance of 
certifications for workforce planning, and incorporate training and certification requirements 
into the recruiting process. 


11. There is no historical tracking of position related data for reporting and analysis, as the only 
record of position control exists on a manual Excel file. 


12. The New World system does not create a personnel transaction history when a transaction 
is processed.  The system contains a completely separate “history” module where historical 
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data is created by manually entering the same data a second time. 


13. The City does not have the functionality to create a “what if” forecast model to aide in the 
development of a budgeting model , to work with different configurations and scenarios to 
research changes and their impact to the overall budget, and to integrate the chosen budget 
model with the Budgeting module in preparation of the final version.  All changes to the 
staffing – whether as research or as updates to the final model – must be manually 
processed. 


14. The manual processes used to track and manage position data do not support any 
reporting, analysis, or workforce planning capabilities for the City. 


15. Personnel Transaction forms may be incorrectly processed with the wrong GL allocations or 
position titles, which can affect the reconciliation of Position Control and the accuracy of the 
budget. 


16.  Describe how you think better technology might be able to address these unmet needs. 


1. The system should provide position control functionality that is integrated with the Human 
Resources Suite, including Payroll, Benefits, and Personnel Administration, as well as 
financial modules such as Budgeting, to ensure the data remains reconciled, consistent, 
and accessible throughout the system to users. 


2. The system should support the City’s existing use of job codes and classifications, as well 
as provide the added functionality to assign separate position numbers to positions, 
regardless of their FTE value and support reconciliation with budgeting. 


3. The system should provide departments the ability to view and report on their own internal 
positions and view data attributes that are attached at the position level.  This would support 
the managers’ ability to manage positions based on their departmental need, FTEs, and 
organizational structure. 


4. The system should provide the ability to capture, track, and report on all data item attributes 
that are associated with each position and provide an automated report that is current and 
up to date at all times essentially replacing the Position Control Register with a more robust 
reporting tool.  


5. The system should provide the functionality to load advance, scheduled position changes or 
testing eligibility that are related to the Police and Fire career ladders and provide the ability 
to effective date stamp these transactions to automate their initiation. 


6. The system should provide the functionality to report and analyze position control data 
related to future dated changes for the Police and Fire Departments and provide the ability 
to forecast their staffing budget more accurately by including the required career ladder 
changes. 


7. The system should provide the management of position control data in a structured, 
integrated module that supports reporting, analysis, or decision making on position data. 


8. The system should provide the ability to group positions – whether filled or vacant – into 
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“groups” having common attributes for mass processing, changes, reporting, etc. and 
integrate any mass processed transactions into the related modules, fields, and reporting.    


9. The system should provide the ability to assign pay grades at the position level, job code 
level, or job classification level for workforce planning and budgeting at the organizational 
level and mass change functionality. 


10. The system should provide the ability to assign training and certification requirements at the 
position level to manage training needs for the organization, ensure compliance with 
regulatory requirements, and incorporate training and certification requirements into the 
recruiting process. 


11. The system should provide creation of historical records with each transaction processed, 
eliminating duplicate data entry, improving accuracy, and ensuring there is a historical 
record for each position’s history that can be accessed for reporting and analysis.   


12. The system should provide the ability to create multiple “what if” staffing models for the 
budgeting process to assist the City in evaluating various configurations and scenarios for 
budgeting, to research changes and their impact to the overall budget, and integrate the 
chosen budget model with the budgeting module in preparation of the final version. 


13. The system should eliminate manual processes and Excel spreadsheets used to track and 
manage position data by housing all data in one “system of record” that is available 
electronically and supports reporting, analysis, or workforce planning capabilities for the 
City. 
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1. Describe the overall purpose/functionality of the Risk Management system – what are its 
components and responsibilities? 


Risk Management responsibilities for the City of Lee’s Summit falls within the Human Resources 
Department.  The duties of Risk Management (RM) encompass the following components: 


• Self insured workers compensation 


• Property insurance for City owned property 


• Public Works operations – damages to City property, if handled by Public Works 


• Damages due to natural disasters 


• Claims on all property owned by the City 


• Liability claims against the City  - for example, potholes in the street, falls on a sidewalk, 
water breaks, sewer backups, claims for any liability, auto claims i.e. physical damage to 
property or between two vehicles, subrogation on workers comp or auto claims, restitution 
on property, lawsuits. 


• Safety training – topics, classes, development and delivery of the training to departments.  
Safety may also have relevant information documented in the Training Needs Assessment 
report. 


• Certificates of Insurance - named insured, contracts the City enters into and the insurance 
requirements within that contract. 


• Building inspections required on a periodic basis 


• Parks and Recreation inspections 


• Monthly fire extinguisher inspections. 


• Airport insurance and security 


• Requests For Proposals  


• Risks that are managed through Risk Management, but insured separately. 


• Administration of all policies and related claims. 


Asset Management 


Asset management efforts for the City owned assets currently involve duplication of work. For 
example, Fleet and IT manage the same inventory within their own departments.  The data may 
vary, but the processes are identical.  Also, there is no integration and reconciliation of data in the 
Financial system with Risk Management. 


Excel is primarily used to manage all of the data related to the management of risk.  Each type of 
property is tracked and maintained on a separate spreadsheet that calculates the premium and 
coverage level based on formulas specific to that type of property.  This process is completely 
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manual and does not provide for efficiency or automation. 


The City carries multiple property related insurance policies.  A complete audit of property is 
currently being performed in order to review for redundancies in policy content and equipment 
duplications.  For example, one policy may have the ability to cover various types of property such 
as vehicles, buildings, and equipment.  Without consolidation of the asset inventory, the City may 
be covering the same assets on duplicate insurance policies, thus creating additional expense 
without additional value. 


There are a variety of assets which Risk Management tracks and manages insurance coverage.   


• Auto - Most autos are assigned to only one department. A spreadsheet for autos is 
maintained, which tracks an entry coded for each auto and the department to which it is 
assigned. 


• Inland Marine Equipment (For example, equipment not licensed for operation on public 
thoroughfares, i.e. tractors, landfill equipment, pumps, generators, etc.)  


• Electronic Equipment 


• Computer Equipment  


• Camera Equipment 


• Firearms and ammunition 


Claims 


A claim form has been created internally to be used for each claim.  Claims are delivered verbally 
or in various written forms from a citizen or from a department via internal accident/incident claim 
forms.  Auto claims are one of the more frequent and the City requires a report both from Police 
and the responsible city department.  The claim is filed with the insurance carrier. The City’s current 
carrier accepts e-mailed reports using an Excel created form. Risk Management tracks each claim 
by vehicle, department and by driver, while Fleet also tracks claims by vehicle.  The information is 
loaded into an Excel spreadsheet in order to maintain the accident data; however, the driver’s 
employee record does not include this data. 


Accident information is also loaded into an Excel spreadsheet for training and into a claim form for 
the insurance carrier.  Risk Management saves the risk claims in a dedicated file on the Shared 
Drive.  There is also a paper file of hard copies that documents every step in the claim process. 


The Claim Process: (including the tracking and maintenance of claims information) 


For a pothole claim, a claimant would come in to the City or call the City to report the claim.  The 
following steps would be followed. 


1. The information would be obtained from the claimant and entered into the Excel claim form.   


2. A copy of the Excel claim form would be sent to the insurance company and the relevant 
department. 


3. The insurance company would e-mail back a claim number, event number and insurance 
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adjuster’s claim information for the reported claim. 


4. Claim is then logged and tracked in Risk Management Excel spreadsheet. 


5. If it is a pothole claim: 


o A software application called CityWorks is used to manage the data in the Public 
Works department. CityWorks tracks both the potholes reported from the community 
and street maintenance.   


o Form letters are sent back to Risk Management documenting the status of the 
pothole.  The street maintenance records document whether the City had prior 
knowledge of the pothole. 


o This information is then forwarded to the insurance company. The insurance 
company contacts and interviews the claimant, reviews the departmental reports and 
then determines liability pursuant to Missouri sovereign immunity statutes. The 
insurance company then notifies Risk Management of their determination and either 
issues a denial letter to the claimant or communicates the amount to be paid to the 
claimant.  


o Once a claim is determined to be compensable, the insurance company issues the 
check to the claimant and sends a copy of the check to Risk Management with a bill 
for reimbursement for any amount paid to the claimant and any claims adjuster 
expenses incurred that are under the current $25,000 deductible.  


o Human Resources budgets and approves all payments made under the deductible. 


6. Water claims are very similar to pothole claims and are also tracked by CityWorks, which is 
used by Street Maintenance and Water Utilities departments.  The Water Utilities 
Department tracks the City’s maintenance, while the insurance company and adjuster 
determine the liability.  One exception to Water claims is that as an enterprise fund, all 
payments on claims are approved by the department and expensed from the departmental 
fund rather than Human Resources’ deductible fund. The current system is inconsistent in 
that it includes all payments made through the departmental fund in the overall loss run. 


7. Human Resources’ department budget includes the insurance deductibles for each policy. 
Payments that are charged against these deductibles are tracked on Excel spreadsheets. 


• Worker’s compensation claims are self-insured and tracked by Risk Management in 
Excel.  Claims for all accidents are filed on-line with the Missouri Division of Worker’s 
Compensation via the Third Party Administrator’s (TPA) System, RiskMaster. The Risk 
Management Department is responsible for case management.   Authorization and 
claims activities for all worker’s compensation are tracked in Excel.  A hard copy claim 
file and an Excel file is set up on the shared drive.  The Missouri Division of Worker’s 
Compensation requires reporting of all worker’s compensation claims within 5 days.  
The frequency of claims is tracked on Excel by department. 


• Missouri Division of Worker’s Compensation requires annual reports to calculate second 
injury fund tax assessments and self-insurance premium amounts. Excess Worker’s 







 


 4 of 10 
Completed by:  Schafer Consulting             


CURRENT PROCESS QUESTIONNAIRE 


Client: City of Lee’s Summit Functional Area: HR – Risk Management 


Prepared by: Kristie Evans Approved by:  


Compensation policy requires numerous reports as detailed below to create a fiscal year 
claims summary that records every claim that occurred in the fiscal year as well as the 
entire dollar amount that is attributable to that year.  The City and the TPA track claims 
on a calendar year basis so data must be compiled from 2 fiscal years to complete the 
annual reporting for the renewal.  This value is used to evaluate the premium for the 
Excess Work Comp policy and projections of upcoming risks and costs. The following 
reports are compiled in Excel.   


• WC-83. (Div WC renewal) Statement of outstanding losses. Each claim is 
categorized as report-only, medical-only, or indemnity. Each claim is 
summarized including date of injury, time of injury, type of injury, hire date of 
claimant, birth date, class code of job position, expenses (categorized as 
medical, legal, claim expense, or indemnity paid and incurred). Indemnity 
expenses are further defined as temporary total disability (TTD), permanent 
partial disability (PPD), or permanent total disability (PTD) payments.    


• Claim Summary. (Excess renewal) A preliminary report is pulled from Excel and 
compared to report generated by RiskMaster, the system used by the City’s 
TPA. Internal and TPA reports are tracked on calendar year basis so four fiscal 
reports are used for comparison purposes.  Discrepancies are reconciled before 
the final Excel report is generated, which includes claims made, costs incurred, 
and costs paid. Incurred but not reported (IBNR) claims are factored into final 
projections.  


  
• Projected Annual Wage Summary. (Div. WC and at a later date re-done for 


Excess renewal) An AS400 report from New World is generated to obtain actual 
wages paid for each Worker’s Compensation class code during the preceding 8 
months. Data from the AS400 report as well as projected merit increases are 
entered into Excel to calculate the projected Annual Wage Summary.  


  
• Actual Annual Wage Summary. (Div. WC and later for Excess) Same steps as 


above but using 12 months of actual wages paid for each class code. Premiums 
are adjusted as needed to reflect difference between projected and actual salary 
summaries.  


  
• Annual Worker’s Compensation class code. (Div. WC and later for Excess 


renewal) Each employee is assigned a Worker’s Compensation classification 
code. Beginning in 2008, the Payroll Department started to provide a monthly 
report identifying the quantity of employees in each code. Data is entered into 
Excel where the annual average is computed. Again, two fiscal year reports are 
used to provide a calendar year report that is required by the excess carrier at 
policy renewal. Prior to establishing the monthly payroll report this data was only 
“estimated” at renewal time versus monthly.  


  
• Employee concentration.  (Completed once but used for both renewals) Each 
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City facility is identified on an Excel spreadsheet. Prior to 2008, estimates were 
made as to the average number of employees in each Workers Compensation 
class code that were located in each facility. Beginning in 2008, each city facility 
was assigned an identifying code and each employee was “assigned” to a 
facility. New hires in 2008 are assigned a facility during the initial data entry into 
the New World system. Reports will be available at next renewal.  


  
All of the above are used to evaluate the premium for the Excess Work Comp policy along with 
forecasted risks and costs. All of the above have been tracked, computed, and reported using 
Excel.  


Each department is charged a calculated “burden rate” for premiums paid for by the City for that 
department.  The formula for the burden rate varies by department.  The calculation of the burden 
rate requires a lot of manual work to create the budgeting formula for workers comp. 


 


2. Does the Client have a single system that records all Risk Management set up and activities?   


There is no centralized Risk Management system used to administer the property, risks, facilities, 
and insurance policies listed above.  System functionality is present in some financial applications 
to a limited extent, but there is no fully functional risk management capability with full integration to 
meet the City’s needs.  The majority of data is tracked and maintained using Excel spreadsheets. 


3. Are there any stand alone systems (including other applications, spreadsheets or manual 
systems) that are needed to help employees perform risk management related tasks? 


Excel spreadsheets are used to manually track all data.   


4. If so, describe the functionalities provided by each of the stand alone system(s).  Why are they 
outside of the main system? How is data from the standalone system(s) interfaced to the main 
HR system and to the core financial system? 


There is no risk management system available to track data, property, claims, or costs.  Most of 
these processes are performed manually.  


5. Do the standalone system(s) hold the same information as main HR system? If not, how much 
time is spent on reconciliation activities? Which system is most correct? 


Currently there is no “main HR system”. Some data is tracked on other systems but no 
comprehensive system is available to consolidate data. Other than some city property, all data is 
tracked in either Finance or at the department level.  For example, IT tracks electronic and 
computer equipment and Purchasing tracks cell phones and Blackberries.  


6. Does the current Risk Management system integrate with Payroll, General Ledger, Budget and 







 


 6 of 10 
Completed by:  Schafer Consulting             


CURRENT PROCESS QUESTIONNAIRE 


Client: City of Lee’s Summit Functional Area: HR – Risk Management 


Prepared by: Kristie Evans Approved by:  


other core financial systems?  If not, how is data interfaced? 


No integration is available other than the functionality provided by any data tracked in Financial 
modules.  All other data is calculated and loaded manually. 


7. Describe the entire process of auditing of operations, reporting, financial evaluation, and 
implementation of recommended changes. 


Excel spreadsheets are used to respond to various queries. When a report or query is requested, a 
new Excel spreadsheet is created and saved, as previously used Excel spreadsheets may hold 
obsolete data or formulas due to the manual maintenance required.   


Proactive changes are limited because of the limited data.  Loss runs are only available from the 
insurance carrier and these reports don’t include any payments from the enterprise funds or self-
insured payments. 


8. Describe the process of managing Risk vendors’ data, payment information, and reconciliation 
of records for each different type of risk that is managed; i.e. employee benefits, workers 
compensation, facilities management, etc. 


The insurance carriers accept schedules created by the City staff listing all property to be covered 
under the policies.  The City operates on self-billing, i.e. creates its own invoice each month based 
on its own data.  Schedules of values have historically been sent to departments on an annual 
basis for review and edit. A comprehensive review of all scheduled property is in process to edit, 
update, and appropriately classify all scheduled property. .   


9. Describe how rules specific to the administration of a policy, facility, or benefit plan are 
managed. (i.e.: are they programmed into the current system by the vendor and maintained and 
kept up to date by the vendor, or is the Client required to stay abreast of changes and update 
the system as needed?) 


The Risk Management office is entirely responsible for staying abreast of the changes and updates 
required to adequately manage the risk management process for the City.  There is no automated 
system or support for this function and all compliance issues must be manually managed. 


10. Describe how the Risk system tracks coverage for employees in an un-paid status such as 
leaves, retirees, COBRA, disabled, etc. if applicable. 


All tracking is managed through Excel.  For more information, please review the Leave 
Management Needs Assessment report. 


11. Describe how data is maintained for facilities, equipment, employees, dependents, surviving 
beneficiaries, COBRA participants, etc. 


All data related to Risk Management is maintained on Excel spreadsheets.  Employee data is 
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housed in the New World Payroll module.  Dependent and beneficiary information is maintained on 
paper in the employee’s file.  The City does not manage COBRA participants or retirees. 


12. Describe how any collected payments (for example from citizens or third party insurance 
payments through subrogation) are reflected in the General Ledger towards the total related 
expense. 


To recoup costs of damages to property by a citizen, a municipal billing request is sent to Finance.  
Finance sends a bill to the person who damaged the property.  The City then attempts to collect 
from the person who damaged the property or from their insurance company.  When payments are 
received by Finance, they are posted to the GL. Risk Management receives checks for subrogated  
amounts on auto and worker’s compensation claims from third party insurance companies. These 
are coded and turned into Finance for deposit and appropriate GL posting.  


13. Describe how payments involving both Payroll and outside coverage through vendors are 
reconciled. 


The City does not pay Worker’s Compensation vendors directly as this function is handled by the 
TPA, who reconciles data and compiles a check register to request payments.  
 
The City contracts with CompResults for access to a network of Worker’s Compensation medical 
providers at a negotiated discount. Bills from the medical providers are sent to the City’s TPA and 
the TPA forwards to CompResults, who will then review each line item and apply the negotiated 
discounts. The discounted billing is forwarded to the TPA where it is matched to the Worker’s 
Compensation claim numbers.  The TPA will then compile the check register to request payment 
from the City for the vendors.  
  
The check register is sent to the City for verification and approval. Once all the data has been 
reviewed and verified, the City will authorize the TPA to print checks for the vendors and remit an 
ACH request to the City for funding. A final check register is received and approved by the City. 
The TPA is notified of authorization to release checks and complete the ACH transfer.   
  
Risk Management allocates each payment on the check register to the fiscal year in which the 
claim occurred. All payments are posted to the claim management form, i.e. an Excel file. HR 
maintains hard copies of all billings with date of payment, amounts paid, and check numbers noted 
on the copies in individual claim files. Workers Compensation check registers and claims tracking 
are all performed in Excel.  
  
Accounts Payable makes payments for all other insurance related billings: premiums, deductibles, 
and expenses. Billings are sent to Risk Management to review and verify that they are for 
authorized services. Risk Management is also responsible for making sure that the proper account 
coding has been provided on the billing information.  Payment authorization is evidenced by the HR 
Director’s signature on the billing before it is forwarded to AP. All payments, claims, etc. are tracked 
in Excel. Finance maintains records of all payments made through AP on current system 
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14. Does the current system offer any self service functionalities to managers to track assets, 
accidents, claims, expenses, etc.? 


No self service functionality is available to managers to provide them the ability to track claims, 
injuries, assets, or any related risk management data.   If a manager wants to add additional 
information regarding a claim, the process is slow and untimely and the communication slows the 
claims process down. 


15. Does the current Risk Management system retain any historical data about each risk category 
including employees, job codes, schedules, and pay grades, insurance rates for trending 
analysis or assessment and business process change? 


There is no historical data other than saved Excel files or loss run reports provided by the City’s 
current insurance carrier. If the City changes insurance carriers historic data is normally unavailable 
after contract expiration.   


16. Does the current Risk Management system provide robust reporting functionality to provide 
standardized reporting as well as ad hoc reporting for review, documentation, and expense 
analysis? 


There is no reporting functionality internally that provides full tracking of risk management activities. 
Limited reporting capabilities are available through the insurance carriers’ systems, but it is 
restricted to the format and configuration provided by the external system. Once the contract with 
carrier expires, there has been no continuity in availability or access.   


17. Identify manual processes associated with Risk Management Administration. This includes a 
general description of the process, reason that it is performed and why it is performed manually. 


Excel spreadsheets are used extensively to manage data related to Risk Management.  The 
multiple Excel files do not provide an integration of data, create duplicate data entry, and require 
manual maintenance. 


18. Identify the unmet needs of the Risk Management Department. 


1. The City does not have a centralized Risk Management function to support and administer the 
property, risks, facilities, and insurance policies (as listed above).  System functionality is 
present in some financial applications to a limited extent, but there is no capability to integrate 
data to achieve an organizational risk management perspective to meet the City’s needs.  The 
majority of data is tracked and maintained using Excel spreadsheets. 


2. Higher self insured retention is a big goal of the City, but only creditable information will provide 
enough claims data to fully protect the City, adequately position the City to purchase aggregate 
stop loss, and eliminate redundant insurance policies that are structured with very high 
deductibles. 







 


 9 of 10 
Completed by:  Schafer Consulting             


CURRENT PROCESS QUESTIONNAIRE 


Client: City of Lee’s Summit Functional Area: HR – Risk Management 


Prepared by: Kristie Evans Approved by:  


3. The City does not have any asset management functionalities available to track an asset 
through its entire life cycle. 


4. There is no integration between risk management data and other systems’ functionalities, such 
as Finance, Budgeting, Human Resources, and Payroll, to ensure data is automatically loaded 
into the appropriate schedules related to property, Worker’s Compensation, assets, etc. 


5. There is no integration of claims and employee data, such as documenting an auto accident on 
an employee’s master record or data related to an employee’s Worker’s Compensation claims. 


6. All data is tracked manually on Excel spreadsheets except for minimal data tracked in financial 
systems.  


7. There is no self service functionality available to managers to access schedules of values 
related to their department’s assets and risks and update them as needed on a timely basis.  
This functionality would ensure timely updates and accurate self billing and prevent potential 
claims issues due to faulty information.   


8. There is no self service functionality available to involved parties to update claims data and add 
information relevant to the settlement of a claim, creating delays and slowing the process 
through normal channels of communication. 


9. Evaluation of risk management data for budgeting or forecasting purposes requires extensive 
hours of preparation, consolidation of data from various spreadsheets, and analysis to create 
accurate reporting. 


10. Claims management cost trending, customer service, and tertiary costs are all becoming more 
important to Risk Management and the City has no systemic functionality or business 
processes in place to support these additional needs. 


11. Various insurance policies may cover redundant property due to the lack of consolidation of 
data in a centralized database.   


12. Claims are completed on an Excel file, which is manually generated and is not available on line 
to citizens or managers. 


13. The Excess Workers Compensation policy requires a calendar year reporting that summaries 
claim records that occurred during the year.   This report must be manually created from two 
fiscal years.   


14. Each department is charged a “burden rate” for premiums paid by the City for that department.  
The formula is unique for each department and requires extensive manual work to achieve a 
budgeting formula. 


15. Reporting capabilities are extremely limited and most queries are performed with reports 
created from Excel. When a report or query is requested, a new Excel spreadsheet is created 
and saved, as previously used Excel spreadsheets may hold obsolete data or formulas.   


16. The current system does not differentiate between claims payments made from the Human 
Resources’ deductible fund and the Water Utilities’ enterprise fund, i.e. all claims flow into the 
overall loss run. 
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19. Determine how new technology might be able to address these unmet needs. 


Most of the ERP systems in the market place do not provide a separate Risk Management module 
as part of their standard off the shelf products; however, users will be able to gain certain risk 
management functionalities from the Billing, Accounts Payable, Asset Management, Budgeting, 
Payroll and Human Resources modules. We suggest that the City first implement a new ERP 
system to obtain a better understanding of the standard risk management related functionalities 
that may be available before pursuing a separate system. At a minimum, the new ERP system 
should provide the following:   


1. Increased data integrity through data validation, aggregation across the organization of all 
department data through reporting, and warnings generated when duplicate data is entered.   


2. Allow managers to access the replacement values of all department owned assets. Robust 
reporting and calculation functionality to support forecasting and budgeting. The consolidation 
of city owned assets into one centralized database    


3. An online claim form which can be completed internally via the Intranet, by citizens via the 
Internet, or on paper as needed.   


4. Support the tracking and reporting of data based on calendar year, fiscal year, or policy year 
and provide the ability to report on any activity based on a user-defined date range.      


5. The creation of calculations and formulas for the management of each department’s “burden 
rate” each year based on forecasting and budgeting practices as defined by the City. 


6. Consolidate all costs and data associated with programs managed by Risk Management into 
organization-wide reporting, as well as provide the ability to accept loss data through interfaces 
with any insurance carrier or third party administrator. 
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1. Describe the current Timekeeping system(s). Does client have a single timekeeping system that 
records all activities or is some of the timekeeping information tracked elsewhere through other 
systems? 


The City of Lee’s Summit does not use a centralized Timekeeping system to capture and track time 
worked for its employees.  The process is decentralized and there is more than one timekeeping 
process used throughout the City departments.   


The following general methods are used to capture timekeeping: 


1. All timecards are created in Excel and defaulted into the employee’s standard hours.  
Timekeeping is processed by exception only for both exempt and non-exempt employees.   


2. The timekeeping process defaults all timekeeping into summary hours for the pay period.  
There is no daily timekeeping process and timekeeping is captured by exception only.  If 
there is a need for function pay, it is manually adjusted.  Using function pay works well in 
some areas, but not so well in others. 


Departments which have specific timekeeping needs and processes are: 


1. Public Works has multiple funding sources that must be assigned to timekeeping. There is a 
homegrown Access database that is used to manage the labor allocation to the different 
projects.  All employees in Engineering and Inspections enter their timekeeping into the 
home grown database directly.  An Excel file is generated to consolidate the timekeeping for 
Finance and to provide labor allocation.  Timekeeping is not on the same cycle as the 
payroll cycle. 


o An Excel file is used to create a hard copy timesheet that is completed by the 
employee, printed, and given to the department timekeeper who enters the 
exception timekeeping into the Payroll system, New World. 


o Some field employees have a manila cardboard timesheet from which time is 
entered manually into New World. 


o All Public Works Operations employees use the manila card stock timesheet to time 
in and out using a time card machine.  Administrative staff writes in their time 
manually.  On payroll day all time cards are calculated manually by supervisors and 
then input into the AS400 New World system.  Exceptions: The Operations 
Superintendant, Manager of Streets and Project Manager use the Excel file to enter 
their time. 


2. Police write leave sheets that are turned in when they have exceptions, such as sick time, 
vacation, etc. 


3. Fire has a different Timekeeping system and uses Word and Excel to create their timesheet 
and to track time. 


4. Parks & Recreation has labor allocations to specific sites.  They use “function pay” based on 
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the type of work being performed. 


5. IT uses a system named “Dovico” to manage labor allocation for IT projects. 


2. If information is maintained outside of the main Timekeeping system, how does the data get 
into the Payroll system?   


There is no centralized Timekeeping system used and all timekeeping is captured using a manual 
process that creates a timesheet using Excel.  The timesheet is completed by the employee, 
approved by the supervisor, and turned in to the department’s timekeeping administrator.  The 
department’s Timekeeper manually enters the timesheet data into the New World Payroll system. 


3. How does the current Timekeeping system interface to the Payroll system?  


Department hours are manually entered into the New World Payroll system by the departments’ 
Timekeepers.  There is no interface of data.  Integration is automatic from the Payroll system to the 
General Ledger with the New World financials. 


4. Is Timekeeping centralized, processed through a central Timekeeper or portal, or decentralized, 
for example processed at each department level? 


Timekeeping is decentralized and processed through Timekeepers at the department level.   


5. What types of employees have time processed through the Timekeeping system?  Hourly, 
Exempt, Temporary, Contractor, etc. 


Time is processed at the department level for full time, part time, exempt, non-exempt, temporary, 
and interns (who are considered part time). It would expedite Risk Management required reporting 
needs if volunteers’ time was tracked in the system. (See Risk Management for additional detail)  


6. Does the current Timekeeping system provide any default configurations? (for example, 80 
hours for biweekly exempt employees, preconfigured holidays, etc..) 


All full time employees are loaded with a default of a full schedule and exceptions are entered each 
pay cycle.  There are no work schedules in the New World system and shift differential is entered 
on the employee master only.  The position carries the shift differential designation if the 
department has assigned it.  Preconfigured holidays are available in New World, but it is not used. 


7. Does the current Timekeeping system provide the ability to create work schedules for weeks, 
pay periods, etc.?  Specific by job code, position, department or employee? 


The New World system does not create work schedules, but uses summaries of hours.  New World 
may have the ability to create schedules, but it is not currently in use.  No work schedule rules are 
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programmed in the New World system.  Overtime has to be manually entered by the timekeeper 
and then the system calculates it. 


8. Who has final approval of the timekeeping information submitted to Payroll?  What reports or 
processes are used to identify errors, anomalies, or missing data? 


Department Directors have final approval of timekeeping information.  The following reports are 
generated to check for timekeeping errors after the department Timekeepers have entered the 
employee hours 


• an hours exception report, 


• a detail report,  


• a detailed entry,  


• and accrual reports. 


These reports are used at the departmental level to search for errors and anomalies.  Payroll also 
runs global reports to review the data for the entire workforce before processing payroll. 


9. Does the Client require charging or allocation of time/labor to accounting units or departments 
other than the employee’s home department? For example, a Parks & Recreations employee 
who works in another department during the off season.    


The City of Lee’s Summit requires the ability to allocate labor to various funds, including projects, 
grants, and to other departments.  However the timekeeping process does not support the labor 
allocation process well. This ability would expedite the tracking of modified-duty assignments, 
medical treatment hours, and supplemental pay related to Worker’s Compensation claims. (See 
Risk Management for additional detail) 


10. Does the current Timekeeping system provide the ability to enter time against multiple types of 
fund, job, department, project, etc. codes as defined in the chart of accounts (including for 
workers that travel to various sites)? 


The current Timekeeping system is primarily manual and any needed labor allocations to funds, 
jobs, projects, or departments are accomplished using manual methods or ancillary systems.  For 
example, Public Works uses an Access Database to track and manage labor allocations to 
projects.   


Departments use a variety of methods for timekeeping and manage their own allocation processes 
using the system within their department.  The majority of the time, the department uses an internal 
system to consolidate the labor and allocate it to the various General Ledger accounts.  This 
information is then communicated to the Finance Department, who generates a journal entry for 
posting to the GL. 







 


 4 of 8 
Completed by:  Schafer Consulting            Last Update:  11/26/2007 5:46 PM 


CURRENT PROCESS QUESTIONNAIRE 


Client: City of Lee’s Summit Functional Area: Timekeeping 


Prepared by: Kristie Evans Approved by:  


The differences in departmental processes result in inconsistent coding and tracking of paid time 
off for a variety of absences such as attendance to medical or physical therapy appointments 
related to Worker’s Compensation claims, Family Medical Leave, etc. due to the manual systems 
used. 


11. To what unit of measurement does the Client track time – minutes? decimals? quarter hours? 


The City’s policy is to track timekeeping to the quarter hour for overtime.   


12. Does the current Timekeeping system support multiple pay period end dates and pay cycles? 


The current Payroll system, New World, does support multiple types of pay periods and cycles.  
This is primarily because the process of timekeeping is manual. 


13. Does the current Timekeeping system track multiple shifts? 


The current Payroll system, New World, does support multiple shifts but only one shift designation 
can be entered on an employee’s master record.  If the employee is paid for more than one shift or 
multiple shifts, the timekeeping data has to be manually adjusted. 


14. How does an employee correct time already submitted for payment? 


Any corrections to timekeeping are generally done by Payroll.  However, some departments may 
have a Timekeeper that is experienced enough to correct the timekeeping.  The Payroll department 
will then review it for accuracy and approve it. 


15. Does the current Timekeeping system provide reporting capabilities? (For example, process 
reports by department, job code, shift, agency, fund, pay code, etc?) 


Currently, reporting is based on the defaults and summaries of timekeeping data.  In addition, the 
timekeeping data does not include the labor allocation data and reporting cannot be generated 
based on the allocation needs. 


16. Does the current Timekeeping system allow for time to be entered in advance such as in 
preparation for vacation? 


Because the timekeeping process is essentially manual, advance completion of timecard entry is 
easily accommodated.  The New World system will allow advance data entry of timekeeping as 
well. 


17. Does the current system track time taken for leave plans such as vacation, sick, comp time, 
holidays? 
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The New World system does track leave plans’ usage and usage and balances can be viewed 
online by timekeepers and Human Resources.  Though employees do not have access to their 
leave data online, activity and balances are printed on the payroll stub each cycle.   


18. How does the current system adjust/correct time entered for prior pay periods? 


Payroll has to do an adjusting entry to manage corrections to timekeeping that fall into prior pay 
periods. 


19. How does the current Timekeeping system manage time that requires retroactive adjustments 
to leave balances, overtime hours, reporting, labor distribution, etc.? 


Payroll has to calculate a manual correction to adjust for a retroactive calculation.  This is 
particularly challenging as the timekeeping process does not track daily timekeeping.  The 
correction has to be manually calculated and then the adjustment is manually processed in Payroll. 


20. Describe any manual processes required to complete timekeeping.  


Manual processes include the manual timesheets that are prepared in Excel files and project 
management activities that are maintained in ancillary systems. 


21. Identify any unmet needs in the current Timekeeping system. 


The following unmet needs have been identified for the City of Lee’s Summit: 


1. The timekeeping process is entirely manual and does not differentiate between exempt and 
non-exempt employees, but uses an “exception only” process throughout the City.  This 
process exposes the City to miscalculation of overtime as it is not automated and 
consistently tracked within the timekeeping process.   


2. There is no functional integration between the capture of timekeeping data, the Payroll 
system, and Human Resources, which requires time consuming data entry from the 
timekeeping process into the Payroll system.  This increases the risk of errors and 
inconsistencies in data.   


3. The City needs to encourage and support consistency of policy and application throughout 
its departments.  This would be supported through an automated system which would 
require rules based processing.  


4. Overtime has to be manually entered by the timekeeper and then the system calculates the 
payment due.  This does not provide a strong mechanism for overtime calculations to 
ensure that employees are paid according to the Fair Labor Standards Act regulations and 
rules.  The manual processes are very subject to error and cannot be trusted 100% 
because the rules are not automated. 
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5. No functionality is available to allocate labor to various funds, projects, or inter-departmental 
charging.  The labor allocation is a manual process, which is managed at the department 
level based on the tools the department uses to manage timekeeping. 


6. The system does not have the ability to forward timecards and other adjustments for 
approval through an automated workflow. 


7. The system does not provide sufficient capabilities to establish user defined rules to enable 
the system to be setup and to function based on the City’s business process rules. 


8. The system does not offer enough flexibility to control timekeeping records.  


9. The system does not track shifts and schedules at the required level of granularity.  


10. The manual timekeeping system does not provide any integration of timekeeping data with 
labor allocations, project calculations, activities, grants, etc.   


11. The system does not offer self-service timekeeping capabilities in order to allow employees 
to enter their time via a web-browser. The timecard could then be automatically forwarded 
for approval and then the approved information can be automatically routed to Payroll. 


12. The system does not offer the capability to view schedules. 


13. The system does not provide automated rules for the management of leave balances, such 
as a rule of succession which would automate exhausting vacation leave before accessing 
sick leave, exhausting sick leave before eligibility for STD leave becomes effective, 
automatic notification of expiration of unused personal leave hours, automatic notice when 
accrued leave reaches point that City has determined FML leave should be designated, etc.   


14. Supervisors cannot obtain sufficient information from reporting on timekeeping history, 
trends, or to perform business analysis to support timely decision making and to better 
manage the workforce.   


15. The timekeeping data does not include the labor allocation data and reporting cannot be 
generated based on the allocation needs of the departments. 


16. Reporting on overtime is limited, because the overtime is manually tracked and entered by 
the timekeepers with minimal information. Therefore, the City does not have the capability to 
analyze and evaluate the frequency, causes, or costs of overtime to their budget. 


17. A robust and user friendly report writer is needed to support timekeeping reporting and to 
allow for adequate trending data for evaluation or projections.   


18. The process of adjusting timekeeping data retroactively is entirely manual. 


19. Corrections do not consistently go through Payroll, but are sometimes handled by 
Timekeepers at the department level.  This creates an inconsistency of processing, which 
increases the risk of errors and inaccurate processing. 


22. Determine how new technology might be able to address these unmet needs. 


1. The system should provide a timekeeping process that is integrated with the Payroll system 
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and the Human Resource system and provides robust timekeeping functionality through a 
variety of automated processes – online, telephone, PDA, kiosk, Internet, Intranet, etc. – 
based on user defined needs.    


2. The system should provide self-service timekeeping capabilities in order to allow employees 
to enter their time via a web-browser. The timecard should then be automatically forwarded 
for approval and then the approved information should be automatically updated to the 
Payroll system. 


3. The system should have the ability to create and track multiple schedules and shifts with 
“rules based” reconciliation processes for overtime, holidays, vacation, etc.   


4. The system should have the ability to revise submitted timecards or delete them with the 
appropriate security.   


5. The system should provide tracking and reporting of overtime (and all other types of time) 
based on department, fund, project, and other user defined attributes.  


6. The system should provide automated calculation of overtime based on the appropriate 
regulations under the Fair Labor Standards Act. 


7. The system should provide increased automation capabilities for retroactive adjustments.   


8. The system should provide greater integration between scheduling and timekeeping to 
improve tracking and functionality and reduce manual manipulation between functional 
areas.   


9. The system should provide departments the ability to make changes to shifts through 
timekeeping. 


10. The system should display real-time balances and enable automatic draws from other leave 
balances when a balance has been exceeded based on user defined rules. 


11. The system should allow for a user defined timecard view including multiple views that 
should be able to be established based on the user (employees entering their own time 
versus a timekeeper). 


12. The system should accept future dated time entry for such uses as leave, vacations, etc.  


13. The system should have robust reporting capabilities to provide granular detailed reporting 
at levels of departments, funds, projects, etc. for each timekeeping entry for each employee.  


14. The system should provide the ability to track all leave plans using rules based on various 
attributes as needed by the City, such as job classification, department, bargaining unit, etc.  


15. The system should provide the ability to attach an employee picture to a timecard.  


16. The system should provide the ability to process automated electronic approvals.  The 
system should allow the flow of work to be defined based on any data element or 
combination of data elements from initiation of a work queue item through various process, 
review, modification and approval activities.  


17. The system should allow for the easy creation of default timecards based on calendars and 
shifts.   
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18. The system should easily interface data to/from other stand-alone scheduling and work 
order systems.  


19. The system should provide the ability to track time and costs associated with Capital 
Improvement Projects.   


20. The system should provide user defined processing rules to reduce the potential for errors 
and to support the discovery of errors in a timely basis.    


21. The system should provide user defined warnings and error messages during data entry to 
ensure the accuracy of data entered.    


22. The system should support detailed labor allocations, whether the allocation is static or 
dynamic. 


23. The system should allow employees and supervisors to enter comments regarding time 
worked and why. 


24. The system should support the communication of leave balances through paychecks and 
automated timekeeping processes. 


25. The system should provide greater reporting from history for trends, and business analysis 
to support timely management decision making through a user friendly reporting tool. 


26. A system should allow for the grouping of employees by common attributes, including 
compliance with employee group requirements. 
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CURRENT PROCESS QUESTIONNAIRE 


Client: City of  Lee’s Summit Functional Area: HR – Training 


Prepared by: Nancy Schafer Approved by:  


1. Does your organization have a single system that records all required training and 
certifications? If not, are there stand alone systems (including other applications, 
spreadsheets, manual processes) that are needed to support the management of training? 
Please describe the functionality provided by each of these standalone systems.  


With the exception of the Police and Fire Departments, all other departments, including Human 
Resources, use Excel to track training records, certifications and licenses.  


A summary of the City’s training requirements and methods used to track training are listed below: 


Police Department – 


The Police Department uses Emergtech (ETI), an integrated Police Records Management system 
to track department personnel information.  In addition, ETI also tracks required and non-required 
training records for all civilian employees and law enforcement officers, including certifications and 
licenses. The training components do not interface to any other systems in the City. Certificates 
are scanned and stored in SIRE, the City’s imaging system; however the scanned certificates are 
not attach to the actual training transaction in the ETI system.   


Because ETI is mainly a police records and basic personnel management system, it was not 
intended to track training activities.  For this reason, the Police Department also has to use Excel 
to augment the functionality of ETI. The biggest challenges with the current system are related to 
data entry and insufficient reporting capabilities.  


There are three major categories of training: 


• Peace Officers Standards and Training (POST) approved training - These training classes 
govern all law enforcement officers in the state of Missouri. Each officer must be recertified 
every three years.  There are 4 categories of POST training: Legal Studies, 2) Interpersonal 
Prospectus, 3) Technical Studies, and 4) Skills Development. National Incident 
Management (NIMS) classes are also approved by POST. 


•  In-Service Training – These training classes are conducted by in-house instructors for 
topics such as fire and driving safety. Missouri POST does not allow a law enforcement 
officer to incur more than 24 hours of In-Service training in a three year period.  


• Non-POST approved training – These trainings may not be applied towards POST approved 
classes.  


Every three years, the Police Department is required to submit a report to POST showing the 
number of training hours for each officer. Because running queries in ETI is very time consuming, 
the IT Department has developed a method to download data from ETI to Excel, where it can be 
manipulated for POST reporting.  


Another Excel spreadsheet is used to track all In-Service Training, including the name of the 
training and the completion date. This spreadsheet is stored on the department’s shared drive to 
enable access to all supervisors.  


Certification and training information is not forwarded to the Human Resources Department to be 
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included in the employees’ personnel records. 


Public Works –  


The Department uses Excel to track training activities including: 


• ISMA – A 3 year certification program to operate signals, signs, pavement markings, etc.  In 
addition to the technicians, all field supervisors also have to be certified. . 


• American Transportation Safety Association (ATSAA) – This training program is provided to 
flaggers when they perform traffic control.  


• FEMA Training – The City offers one or two FEMA training classes per year. These are not 
required classes.  


• In-House Training – In-house training may include training for operating chain saws, forklifts, 
bucket trucks, backhoes, skid steer loader and front end loaders.  


• Commercial Driver’s Licenses (CDL) – Certain positions require a current CDL as a 
condition of employment.  Reminders are sent to the employee 30 days prior to the 
expiration date of their license. After the employee renews his CDL, he must show proof of 
the new license to the Public Works department. Periodically, the Department will also 
request to see the employees’ CDL to ensure that they still have the license and that the 
address is valid. 


Each year is set up as a separate tab in the Excel spreadsheet; therefore, historical training 
information is cumbersome to obtain. Reminders are obtained through color coding the Excel 
spreadsheet, as there are no other tools to perform this task. 


The training information that is tracked by Public Works is not provided to Human Resources to 
update the employees’ personnel records.  


Water –  


The Water Utilities Department uses Excel to track training activities for approximately 50 
employees.  


• Water Utilities employees are required to obtain the Missouri Department of Natural 
Resources Water or Wastewater Operator’s certification. The required training for this 
certification is provided through Missouri Department of Natural Resources.  Certifications 
are renewed every 3 years provided the requisite continuing education units/hours are 
obtained. 30 hours of continuing education is required for Water certifications and 20 hours 
are required for Wastewater.  These hours and classes are tracked for each employee’s 
certification to ensure their requirement is met prior to renewal. 


• Commercial Driver’s Licenses (CDL) are required for designated positions as a condition of 
employment.  Reminders are sent to the employee 30 days prior to the expiration date of 
their license.  After the employee renews his CDL, he must show proof of the new license to 
the Water Utilities Department. Periodically, the Department will also request to see the 
employees’ CDL to ensure that they still have the license and that the address is valid. 


• Flagger Certifications are required for all maintenance workers 


• In-House Training may include a variety of equipment and procedures.  Specific safety 
training for water and sewer operations is also provided in-house with some sessions 
provided through the assistance of the Human Resources Departments. 
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Training is required for maintenance workers, operators, field supervisors, facility technicians, the 
Assistant Director of Water Utilities, etc.  


Other training that is currently being tracked by the Department of Water Utilities include courses 
related to SCADA operations and courses that are offered by certain manufacturers of highly 
specialized products, such as pipe lining, etc.   


Airport –  


The majority of training classes at the Airport are required by the FAA, such as fire prevention, 
running incursion safety, runway lighting, and maintenance and upkeep.  


The Department tracks its own training for 12 people, 5 of which are full time. Periodically, the 
Airport remits a training report to the Human Resources Department.  


Parks & Recreation -  


The Human Resources Department delivers most of the field training (i.e.: maintaining playground 
equipment) for Parks & Recreation as most of the training courses are internal.   


Fire Department – The Fire Department uses their own software called FDM to track training, 
certification and licensing activities. They are satisfied with their system and do not see a need for 
change.   


 


Human Resources –  


The Human Resources Department uses Excel to track training activities for over 700 employees, 
which may include anywhere from 7 to 20 required classes for each employee category. For the 
most part, Police and Fire employees are required to take the highest number of required classes. 
Classes are typically scheduled one year in advance and may include: 


• Sexual Harassment – All employees must take this class every other year  


• Safety Training (Slips, Trips and Fall Prevention, Office Ergonomics, Fire, etc.) – most of 
these classes are conducted onsite at each department 


• Defense Driving – these classes are provided twice a year 


• CPR – this is the only class that can be pre-registered online on the City’s intranet site 


• Leadership Training 


• Legal training for elected officials 


• New Employee Orientation – these classes introduce the City’s policies and procedures, 
benefits, history of the City, etc. and are offered once every other month. 


The City conducts two training fairs twice a year, where 8 classes are going on all day long. 
Approximately 400 to 450 employees participate in these classes.  At the end of each class, 
employees must take a written test which is graded by hand. 70% or above is considered a 
passing grade.  Tests are graded by Risk Management with assistance from Safety Committee 
Members. The Risk Management Officer enters results into the training Excel spreadsheet. The 
Human Resources Department also keeps all the sign-in sheets as further proof that the employee 
attended the class. 


Class evaluation forms are distributed to the attendees to solicit their comments on the content, 
relevancy, training instructor and the classroom environment. These forms are returned to the 
Human Resources Department and the results are entered into the training Excel spreadsheet.    
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Currently, the Department does not produce an annual training catalog. In general, employees just 
show up for the classes conducted by the Human Resources Department as they do not have to 
register.  


Training is tracked on a fiscal year basis for all the employees, except those who work for the 
Police Department, as their training must be maintained on a calendar year basis. 


The Human Resources Department also coordinates training on behalf of other departments. For 
example, if an employee requests to take an outside class that may be required by other 
employees, the Human Resources Department will call various departments to see if there is a 
need. If there is, they will try to register all the interested employees to take the class at the same 
time.  


Another example of this coordination effort is exemplified by Human Resources attempt to reduce 
duplication of training. For example, if an employee has taken a defensive driving class at the 
department level, Human Resources will assess whether the class fulfills the City’s overall training 
requirement for safety.   


2. Does the system used by your organization to manage training and certification retain a 
historical record of each transaction for each employee? 


 Historical records are difficult to obtain since most of the training records are maintained on Excel 
spreadsheets. A comprehensive training history on an employee is not possible due to variances in 
information stored by each department versus information retained by the Human Resources 
Department. The Excel worksheets do not enforce validation of standard names and may not 
reflect prior history of an employee who has been promoted or accepted a position in another 
department. 


3. Describe if your organization maintains an Employee Training Catalog?  If so, please describe 
the development and update process.   


The City does not create an annual Employee Training Catalog, but the Human Resources 
Department does create an annual report for each department, outlining their safety and risk 
management training requirements. This information is also maintained on the City’s shared M/ 
drive.   


4. Describe any manual processes used to manage the training transactions. This includes a 
general description of the process, reason that it is performed and why it is performed 
manually. 


With the exception of the Police and Fire departments, the process of managing training records is 
performed manually through the use of Excel  


The City offers a Tuition Reimbursement Program for its employees, but the tracking of the 
program is also performed in Excel.  Employees submit a hard copy of the reimbursement form 
(created in Excel) to Human Resources to start the approval process. If approved, information from 
the form is entered into Excel, along with the start and the end dates. Reimbursement occurs once 
the City obtains a copy of the course grade report and a receipt verifying the tuition paid. The 
reimbursement amount is calculated and tracked using Excel spreadsheets.  


5. Describe how training information is transferred into the main HR system when an applicant is 
hired. 
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No information is transferred into the New World System when an applicant is hired as the New 
World system does not retain any training records. 


6. Describe how training information is maintained for active employees?  For employees on 
leave?  For employees requiring periodic certifications to renew licensures or comply with 
government regulations? 


Please refer to our response to Question #1.  


7. Does your organization offer any on-line training?  If so, if this information integrated to the 
main HR system?  


The only type of online training that is provided by the City is through the Public Works, Police, Fire 
and ITS departments.  They offer selected video and electronic training that is posted to the City’s 
intranet.    


8. Does the current training system provide any self service capabilities for employees or 
managers to enroll through on line access? 


The four department identified in item 8 do provide self service features to obtain training; but the 
features are typically limited to simply locating the course and viewing it electronically.  There are 
no self-service capabilities for core training; however, the City maintains a training calendar on the 
intranet, but not all employees have access to it.  


9. Does the current training system provide any automated workflows to notify managers when 
an employee’s certifications are due to expire? 


Due to the fact that training is maintained manually, there are no automated notifications at this 
time.  


10. Does the current training system provide robust reporting capabilities for standard reports as 
well as reports needed on an ad hoc basis? 


Most of the training reports are generated from Excel.   


11. Does the current training system integrate to Applicant Tracking and Personnel Administration 
to update applicant and active employees' records?  If not, how is data interfaced?  


There is no integration in the current environment. In fact, many of the training activities are 
tracked by the individual department managers in a decentralized fashion.  Often times, the 
training information is not communicated to HR. 


12. Does the current training system coordinate with the performance review function?  (i.e.: Do 
items identified on the performance reviews as training needs transfer over to the training 
system electronically?)  If not, how is it tracked for performance reviews?   


The only training component that is tied to performance review is safety training.   Any 
performance metrics or goals based upon training attendance must be manually calculated by 
individual departments or supervisors.  This method also introduces potential inconsistency or 
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error in the evaluation of training attendance. 


13. Identify the unmet needs for Training Administration. 


Due to the fact that the City does not have a centralized Training module, there are a number of 
unmet needs that have been identified.  These include: 


1. The system does not have a centralized database that allows HR the ability to track 
certificates, licenses, training and testing city-wide and that allows individual managers to 
manage their own training activity on a decentralized level.  This would enable the following 


a. HR would be able to determine whether they are meeting city-wide training 
requirements. 


b. HR would be able to track all levels of training within the same system.  For 
example, for the Police Department, they would be able to track POST training and 
also the specific departmental training classes (that are currently being tracked 
within Police) in a central database.  (In lieu of an integrated training system, support 
for the import and/or export of training records to exchange information with other in-
house systems at Fire and Police may be considered.) 


c. Ownership at the department level so that each manager is responsible for ensuring 
that their employees receive the required training in a timely manner. 


d. The retainage of detail and historical information on an individual employee basis; 
including information from the original application through all positions held within 
the city. 


2. The current system is inadequate to help ensure and document that employees receive 
timely training to help prevent injuries to both employee and the public.   


3. The Tuition Reimbursement Program is tracked manually 


4. The City would like to be able to offer more computer based training as part of a 
coordinated system which supports registration, attendance approval, testing and 
results/attendance reporting. 


5. The Police Department would like to be able to track all types of training within a centralized 
database, including police specific training, continued education, and desired training.   


6. The City does not have a method to develop customized reports that can be sorted, 
subtotaled, and run based on a user defined design.  As a result, Excel is often used to 
manipulate data into the required report format.  A robust report writer will enable City 
employees to run reports based on any field(s), date ranges, sorts, subtotals and other 
calculations.  This will enable the City to run many necessary reports, such as a training 
schedule by job title or employee name and training status reports by employee, job title, 
etc. 


7. The City does not have an automated tickler system to notify managers and employees of 
upcoming training due dates and certificate expiration dates.  


8. The City does not have any automated workflow tools.  These tools would enable them to 
notify managers when an employee is overdue to take a required training class and 
escalate the process to the next highest authority if the manager does not take the 
appropriate actions to deal with the matter. 


9. The City does not have the capability to attach images of source documents to training 
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records, such as certificates of completion. 


14. Describe how better technology might be able to address these unmet needs. 


Based on discussions with the City, most of the current unmet needs and constraints can be 
addressed by improved technology.  The system should track all employee education information, 
including training, testing, licenses and certifications, continuing education, skills and awards, and 
credentialing information.  Some of the features of improved technology include: 


1. The system should provide a consolidated training database that maintains certificates, 
licenses, training and testing information on a city-wide basis. 


2. The Training or Learning Management system should be fully integrated with Personnel 
Administration, Applicant Tracking, Tuition Reimbursement and Performance Evaluation.   


3. The system should provide a self-service registration that enables employees to easily view 
available classes and register online.  Once registration information is entered into the 
system, the data should automatically flow into the Training module without duplicate data 
entry.  For external classes, the system should provide a link to training sites that haves 
been pre-approved by the City and allow for capturing attendance records.An example of a 
pre-approved training site is the Mid America Regional Council training.  


4. The system should come complete with a report writer tool that allows users to customize 
training reports by a variety of user-defined selection criteria and summary rollup options. 


5. The system should be accessible to all departments within the City. This will allow the 
decentralization of tracking training activities, yet provide access to this information to HR. 
Only limited access should be provided to each decentralized department in order to ensure 
that they can only read, write and update to their own employees training records.   


6. The system should provide the ability for authorized users to view who attended and/or 
passed classes. The system should support user created post training knowledge tests.  
Furthermore, the system should provide the ability to document compliance with training 
mandates. 


7. The system should provide the ability for authorized users to view which employees have 
not taken a required class. 


8. The system should offer electronic workflow for supervisor approvals. 


9. The system should track expiration dates and send reminder notices to employees and 
supervisors whose license or certificate is about to expire.  


10. The system should provide a consolidated real-time training calendar.   


11. The system should provide the ability to reserve available training facilities. 


12. The system should provide an authoring tool that enables users to develop a 
comprehensive course catalogue, as well as to develop course specific training materials 
and handouts.  Tools should be compatible with industry standards for Learning 
Management Systems (LMS) and content creation. 


13. The system should enable an easy to use query process whereby users can view 
enrollment data by employee and by course. 


14. If self enrollment is used, the system should automatically generate a registration 
confirmation and a reminder notice to promote employee attendance.  
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15. For tuition reimbursements, the system should provide the ability to track the employee’s 
participation levels, amount of money budgeted, amount of money spent, school attended, 
goals achieved and degree(s) earned. If the employee leaves the City prematurely, the 
system should trigger a notification to HR for partial recoupment of the tuition 
reimbursement.   


16. The system should provide the ability to issue in-house certificates of completion. 


17. The system should provide the ability to attach scanned certificates, transcripts and other 
documents to employee training records.   


18. The system should provide the ability to cap or limit the number of people who can take a 
class. 


19. The system should provide waitlist capabilities.  


20. The system should provide the ability to schedule training by job title and employee.  


21. The system should provide a variety of multi-media training, such as video training, 
PowerPoint slides, etc. and allow employees to access these from their work station. 


22. The system should provide auto-escalation through workflow. For example, if an employee 
did not show up, alert his/her manager.  If that manager does not deal with the issue, then it 
escalates up to one more level. 


23. The system should provide the ability to monitor training effectiveness by getting feedback 
(i.e.: evaluation results of the course and the instructor) from class participants and 
supervisors either by email or online.  


24. The system should provide the ability to survey employees to assess interest level in 
particular course(s). 
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Many of the City’s departments do not maintain inventory.  They simply order and expense 
items as they are needed, such as office supplies.  There are a few City organizations that 
do maintain inventory for their operations. These include: 


• Fleet Management: 


The Fleet Management Division is responsible for all preventive maintenance and 
repair work on vehicles and all associated equipment owned by the City. All 
purchases of new vehicles and equipment and all disposals of surplus items are 
Initiated through this Division.  Fleet provides specifications on new vehicles and 
creates requisitions when Purchasing identifies the vendor.  Fleet also provides 
Purchasing with a list of surplus vehicles for disposal by auction or sealed bid. Staff 
is responsible for over 400 vehicles and pieces of equipment ranging from police 
cars to fire trucks and snowplows.  


Fleet uses a work order based application called RTA Fleet Management to track all 
maintenance and repair activity and to track all vehicular equipment and spare parts 
inventory. 


The majority of inventory is purchased through charge cards (direct purchasing, 
$1,000 maximum per transaction).  There are also several Fleet related contracts 
that require purchase orders.  Unlike direct purchasing, these purchase orders are 
invoiced for payment.  Regardless of the acquisition method, the inventory is 
manually entered into the RTA system and coded into inventory. 


The work order process automatically reduces inventory levels for parts used and 
assigns the item(s) to the work order.  Typically, there are no returns to inventory, as 
they do not expense items onto the work order until they are certain that they are 
going to use it.  On a monthly basis, Fleet expenses material out to the departments.  
The departments sign off on the work orders and send them back to Finance to be 
manually entered into the General Ledger via a journal entry. 


When inventory levels are low, a mechanic will typically notify his Supervisor so that 
the item(s) can be re-ordered.  The RTA system also allows users to generate 
reports on inventory levels to monitor re-ordering needs. 


Physical inventories are performed on a quarterly basis.  Approximately $90,000 of 
inventory is maintained in Fleet at any given time.   


• Public Works: 


The Public Works Department is responsible for the planning, designing, and 
construction of the City's infrastructure; managing the City's environmental 
programs; operation and maintenance of the City's stormwater systems, streets, and 
traffic control network; and operating the Resource Recovery Park and Municipal 
Airport. Within Public Works, there are several operational needs to track inventory.  
These include:   


o Water Utilities – Water uses the Storeroom module of Cityworks to track hydrant 







 2 of 2 
Completed by:  Schafer Consulting   


 TASKS AND GENERAL QUESTIONS 


Client: City of Lee’s Summit Functional Area: Inventory 


Prepared by: Mike Martin Approve By:  


valves, gravel, grass seed, fire hydrants, pipes, etc. The majority of the inventory 
they carry relates to repair parts, which are used to fix hydrants and other water 
related fixtures.  The system handles the processing of repairs through its work 
order functionality.  


o Streets – Street operations has not setup their inventory in the Storeroom 
module of Cityworks, but they are moving towards utilizing it in the near future.  
Currently, they manually key all work order details into Cityworks. (Such as the 
cost, part number, etc. that cannot be pulled from the Storeroom module) 


Cityworks allows users to extract information from the system into Crystal Report 
Writer in order to obtain reports on inventory issues, purchases, stock levels, etc. 


A physical inventory is performed at year end for both the yard (which is used for 
stocking gravel) and the basement (which is used for storing parts).  A net 
adjustment is then made to the General Ledger inventory balance to account for all 
of the activity that took place during the year.  (No entries are booked during the 
year).  


• Fire Department: 


Fire Department – The Administration Division of the Fire Department is responsible 
for the administration of the department including budgeting, personnel 
management, equipment maintenance, and building maintenance.  The Division is 
also responsible for the acquisition and tracking of equipment, supplies and 
apparatus that are required for fire protection, emergency medical services, rescue 
services, hazardous materials response, and emergency management. These items 
are tracked as inventory and maintained in a separate system by the Fire 
Department. 


Conclusion: 


Due to the fact that (1) most of the City inventory systems were selected and purchased to 
meet the specific needs of the unique operations of their end users, and (2) that there are 
no inventory needs that are currently not being met (or that cannot be met with the current 
systems in place), we will not evaluate Inventory as part of the Requirements Analysis. Most 
of these systems already leverage new technology and provide sufficient reporting and 
inquiry needs to assist in the tracking of financial activities and offer adequate data for 
management to make sound business decisions. 


The only noted constraint is the lack of integration with Purchasing and the General Ledger.  
Periodically, inventory levels have to be communicated to Finance to update New World via 
manual journal entries. Furthermore, purchase orders generated from the inventory systems 
need to be re-entered into the New World Purchasing system for payment. A better 
interface between the inventory systems and the General Ledger and Purchasing will result 
in greater reliability of data, real time reporting and reduce duplicate data entry.  
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1. Does Client have a single system that records all the Accounts Receivable (AR) activities? If 
not, please identify all the different AR systems and the departments that are using them. 


 
In addition to New World, which is the main Accounts Receivable/Billing (AR) system, the City also 
uses several other systems to record AR activities and process billing, including, Excel, 
Wasteworks, Amazon Sweet Soft, Emergitech Public Safety Solutions (Police system), Chameleon 
(Animal Control system) and Incode (Municipal Court system).   
 
The following table provides a comprehensive list of AR applications used by the City, including the 
account type, name of the software application, department and customer type(s).  
 


Account Type 
Software/AR 
System 


AR System Department Customer types 


Airport Fuel 
Charges 


FBO 
Manager/Excel 


New World Public Works 
Aircraft 
owner/operators 


Airport Hanger 
Rentals 


FBO 
Manager/Excel 


New World Public Works 
Aircraft 
owner/operators 


Ambulance 
Billing 


Sweetsoft 
Cash recorded 
in New World 


Fire Department 
Citizens/ Medicare/ 
Insurance 


Water Utility 
Service Orders 


In the process 
of 
implementing 
City View 


NA 
Codes 
Department 


Water customers 


Landfill 
Commercial 


WasteWorks New World Public Works 
Commercial waste 
haulers 


Police Special 
Detail 


Excel New World  varies 


Police 
SRO/Dare 


Excel New World  schools 


PD Animal 
Control 


Chameleon New World Animal Control 
Veterinarians/Citize
ns 


Right of Way 
billing 


Custom New World Public Works Contractors/Utilities 


Court fees Incode 
Cash recorded 
in New World 


Municipal Court Citizens 


Water Utility 
New World 
Utility 


New World Water all 


Tower Leases Excel New World Finance  


Parks and 
Recreation 
Services 


RecTrac 
Cash recorded 
in New World 


Harris Park/ 
Legacy Park/ 
Gamber Center/ 
Pool/ Parks & 
Recreation 


Citizens  







 


 2 of 8 
Completed by:  Schafer Consulting            Last Update:  11/22/2007 5:46 PM 


 CURRENT PROCESS QUESTIONNAIRE 


Client:    City of Lee’s Summit Functional Area: Accounts Receivable 


Prepared by: Nancy Schafer Approved By:  


Development 
Fees 


Permits Plus 
Cash recorded 
in New World  


Codes 
Department 


Builders / Citizens 


Alarm Permits 
/Renewals 


Excel 
Cash recorded 
in New World 


Police Businesses / 
Citizens 


Cemetery Excel New World Parks Citizens 


Street Lights Excel New World 
Public Works Homeowners’ 


Associations 
Liquor License Excel New World Police Businesses 


 
System Innovators Inc. (SII), the central cashiering system is used by the Treasury Department to 
record cash receipts from receivables. 
 


2. Describe the purpose/functionality of each AR system. 


The AR/Billing module in the New World System is used to generate customer invoices and 
statements.  The system allows for one time billing, as well as cycle billing, which is created 
through cycle batches. 


There are currently 21,761 non utility and 60,733 utility customer records in the system, which 
includes active, inactive and one time customers.  


The City processed approximately 3,300 invoices last fiscal year in the New World AR System.  
This number does not include utility billings or majority of the other AR systems that track customer 
accounts and receivables external to New World System.   
 


3. How do these different systems interface to the General Ledger? 


Most of the billing information from the standalone systems must be manually re-entered into the 
General Ledger within New World.   


Customer payments are recorded in SI and interfaced to New World through a nightly batch. The 
uploaded transactions in the batch include the total cash receipts (ie: cash, check, etc.) for the day. 
Detailed transactions for each account/customer are not included in the batch and are maintained 
in the external systems.  For this reason, New World only provides a portion of total city 
receivables.  


4. Does the Client maintain a master customer file, or do different locations utilize their own 
customer listings? 


The customer database within New World is fairly comprehensive. The only customer receivable 
records that exist outside of the New World system are those that reside in the Ambulance Billing 
System. There is limited customer database record information available though Wasteworks (for 
Landfill billing), Incode and Chameleon. 
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5. Identify any revenue sources that require setting up a receivable. 


The City generates billing for a wide range of City provided services and activities.  Receivables are 
established for the following:  


• Landfill customers are generally billed on a monthly basis out of Wasteworks.  


• Airport hangar rentals and the purchase of fuel  


• Police special details (i.e.: rent a cop) 


• Liquor Licenses - The Police Department sends Finance an Excel spreadsheet for annual 
liquor license billings 


• Animal control (i.e.: charging veterinarians for picking up dead animals) – The department 
uses Chameleon to record pet licenses and to generate renewal notices that are mailed out 
each year. 


• Right of Way permits. 


• Tower leases 


• Business licenses, which are billed on an annual basis. The billing for business licenses, 
along with permits and codes, will be converted to City View, a separate permitting 
application, in the near future.   


• Alarms – There are approximately 4,000 alarm customers who are billed $10 annually.   
Information comes from a separate police database that is mail merged in Word to create 
statements.  The City does not book any receivables for Alarm billing as there is no follow-
up on unpaid statements.   


• Bed taxes - Hotels and motels within City limits remit their monthly bed taxes based on 
gross receipts. These receipts do not go through the AR system.  


• Ambulance – These billings are generated from Amazon Sweet Soft, an application 
designed specifically for ambulance billing. 


• Court system – The Court uses Incode to process billing and receive payments. Payments 
are then recorded into New World through System Innovators, Inc. (SII). 


• Parks system – The Parks & Recreations Department uses RecTrac to process billing and 
receive payments. Again, payments are then recorded into New World through SII. 


• Development fees – The payments are received into Permits Plus and then recorded in 
New World through SII. 


• Miscellaneous invoicing – Miscellaneous invoicing include the sale of GIS maps, business 
listings, property damage, reimbursements due to the City, etc. and are processed in New 
World. 
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• Street Light billings – The Street Department sends Finance an Excel spreadsheet for 
annual Street Light billings. 


• The Cemetery processes billings for miscellaneous flagging and setting. 


• Franchise taxes from utility, telephone, and cable companies and Transportation 
Development District taxes are based on gross receipts.  These receipts do not go through 
the AR system.    


 


6. How much time is spent on reconciling Accounts Receivable activities to the General Ledger?  


Each month, activity from the AR module within New World is reconciled to the General Ledger.  
The monthly reconciliation process takes approximately an hour, depending on the nature of 
discrepancies encountered.  


7. Identify manual processes associated with AR. This includes a general description of the 
process, reason that it is performed and why it is performed manually. 


Several AR manual processes exist.  These include: 


• New World is an invoice driven application.  In other words, payments received must equal 
the invoiced amount.  If an overpayment is received, the system does not apply the 
overpayment correctly by either creating a refund or a credit memo. To workaround this 
constraint, each overpayment is manually posted to a prepaid account and moved back to 
the customer account when the customer is invoiced and paid again. . 


• A code is assigned to each customer for classification purposes (i.e.: Landfill, Airport, etc.)  
If a customer belongs to more than one class, (i.e. both a Landfill and an Airport customer), 
then two separate customer records must be maintained.  


• New World does not have the ability to combine customer billing if a customer belongs to 
more than one class of billing (i.e. both a Landfill and an Airport customer). Billing also 
cannot cross funds. 


• New World only allows users to search by customer name or number, but not by federal tax 
ID number; therefore, it is difficult to identify if a customer has multiple records. 


• Because the New World system is invoice driven, each billing expects a payment. For this 
reason, the City cannot perform internal service billings using an automated due to/due 
from. Instead, the City has to bill and pay itself in order to settle up internal service billings.  
Journal entries are often used to save time and staff resources. 


8. How are prepayments handled? 


There are only a few prepayments received by Landfill and the Airport. Each month, the 
prepayment is manually applied to the expenditure account.  
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9. Are one-time customers set up/processed any differently than regular customers? 


One time customers are treated in the same manner as other customers.  


10. How are credit memos handled? 


Please refer to our response to Question #7. 


11. How are customers billed?  How often are statements sent out? 


Customers are billed from various systems.  Please refer to our response to Question #5.  


Monthly statements are only sent to those customers who are delinquent (i.e.: customers whose 
outstanding balance is more than 30 days old). This is a manual process, as the City has to 
generate statements for every customer and then separate and mail only those statements that are 
deemed delinquent. 


12. How are delinquencies addressed?  Is the system updated and/or are delinquency notices 
automatically generated? 


The City’s Collection Policy entails handling late payments in a compassionate manner.  


When a customer is delinquent, he/she will initially get a statement that indicates the past due 
amount. If payment is not received within a designated number of days, then a reminder notice will 
be mailed to the customer.  If the customer continues to ignore the statement and the reminder 
notice, then, depending on the amount of the outstanding balance, the matter may be escalated up 
to the City’s Law Department. After the Law Department has exhausted its efforts, then the matter 
will eventually be turned over to a collection agency.  


The Finance Department has the ability to write off any outstanding balance that is less than $10,  


New World does not provide the ability to automatically send out dunning notices, nor does it track 
any correspondence with delinquent customers. 


13. Does the Client track aging? 


The New World system produces aging reports, but the system cannot produce date sensitive 
aging reports.  In other words, an aging report cannot be run for a prior period to view the 
receivables as of that point in time.  


14. Does the system have the ability to generate all necessary Accounts Receivable reports?  Can 
the reports be run based on any user defined criteria?  (i.e.:  customer number, invoice number, 
account status, etc.) 


Users feel that the canned reports in New World are adequate, but not great. The ability to run a 
report based on user-defined criteria is very limited.  For example, the system will not allow users to 
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run a report for any transactions over a certain dollar amount. As a result, many reports are 
produced either in Crystal Reports or maintained on spreadsheets.   


15. Explain how refund checks are produced. 


If a customer is entitled to a refund, a check request for the amount of the refund is prepared and 
forwarded to AP.  This is not an automated process.  


16. Does the current AR system generate customer invoices and statements? 


New World produces invoices and customer statements; however the system does not handle 
negative amounts very well. Negative amounts interfaced from SII are acceptable, but not from 
internal service billings.  


17. Are the invoices and statements consistent throughout the organization or does each 
department/functional area use their own form? 


Many departments perform their own billing through a separate stand-alone system that generates 
a unique form.  Please refer to our response to Question #2 for a discussion of the systems used. 


18. Identify the unmet AR needs for each functional area/department. 


1. The City does not have one centralized place to track all AR/Billing activities, as some 
departments use their own stand alone systems to perform this function. As a result, real-
time data is not available.      


2. The system does not provide sufficient report writing and on-line inquiry capabilities.  


3. The system does not allow query by federal ID number; therefore, it is difficult to identify if 
the customer is in the customer database multiple times.    


4. The City does not record most of its receivables during the year.  Accruals are only booked 
at year end.  Grants receivable is a good example of this practice. 


5. Overpayments are handled manually as the system does not automatically create a 
customer refund or credit memo.  


6. The system does not provide the ability to automatically generate and send out dunning 
notices based on user-defined rules. 


7. The system does not maintain correspondence with delinquent customers.  For example, if 
a payment is not made, the system will automatically generate e-mail reminders to the 
customer based on a user-defined schedule. 


8. The system will only allow users to run aging reports as of today.  Once the date has 
passed, the system does not go back in time to calculate aging as of a prior date (date 
sensitive reporting).  


9. If a customer belongs to more than one customer category, a separate customer record 
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must be created for each category. 


10. The system does not provide the ability to combine customer billings from multiple 
departments. 


11. The system does not provide the ability to track internal service billings.  As a result, the City 
has to bill and pay itself manually. Journal entries are often used to save time and staff 
resources. 


19. Determine how new technology might be able to address these unmet needs. 


1. The system should integrate the Accounts Receivable system to the General Ledger and 
other core financial modules.  This would ensure the integrity of data, provide real time cash 
and revenue information and eliminate duplicate data entry. 


2. The system should provide the ability to store images, such as business licenses, invoices, 
check copies, etc. 


3. The system should have the ability to drill-down and drill around to transactional details for 
both inquiry and reporting purposes. 


4. The system should allow users to search based on the federal ID number. 


5. The system should provide the ability to automate the handling of overpayment conditions 
by either issuing a refund or creating a credit memo. 


6. The system should provide the ability to automatically generate dunning notices.   


7. The system should provide the ability to automate notices to delinquent customers based 
upon a user-defined schedule. 


8. The system should provide the ability to combine billings for the same customer who falls 
into different categories.  


9. The system should provide a flexible report writer that allows users to develop customized 
accounts receivable reports. 


10. The system should provide on-line help features. 


11. The customer database in the new system should provide the ability to assign a different 
class code for each type of customer.  Each customer should be able to be associated with 
multiple class codes.   


12. The system should provide different options to treat one-time customers. 


13. The system should provide date sensitive AR aging reports to track the collectability of 
outstanding receivables.  


14. The system must be able to accommodate internal service billings. 
 


15. The system should support inquiry and payments on customer accounts via the internet. 
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16. The system should provide customers the option for receiving electronic billing/statements.   
 


17. The system should provide robust security setup based on tiered levels, granting central 
personnel access to all accounts while limiting the access to others who may only need to 
inquire on certain account types.  
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1. Describe the overall purpose/functionality of the Payroll system. 


The City’s Payroll Department processes paychecks for approximately 785 regular employees 
based on 650 FTEs.  During the summer, when seasonal employees are on board, as many as 
1,040 employees may be paid each pay period.  The normal pay cycle runs from Saturday through 
Friday and employees are paid on a biweekly basis.   


In addition, there are 11 people including the Mayor, council members, and judges that are paid on 
a monthly cycle. 


The New World Payroll module manages the following types of data and processes the following 
types of transactions for the City’s workforce:   


• Data - Employee demographic data such as name, address, department, emergency 
contact, dates, employee status, pay rate, performance rating. 


• Transactions – default timekeeping, gross to net calculations for payroll checks, 
garnishments, benefit deductions, tax calculations, etc. 


The structure of the New World Payroll system does not support the timekeeping function of 
calculating overtime hours or a “pay for performance” evaluation process. These are two important 
areas of concern for the City.  


2. Does Client have a single system that records all payroll activities or is some of the payroll 
information tracked elsewhere through other systems?  


The City’s financial system, New World Systems, contains a Payroll module that is used to process 
the City’s payroll transactions and checks.   


To supplement the functionality provided by the New World Payroll system, Excel spreadsheets are 
often used.  For example, Excel is used to complete the translation between a performance 
evaluation measure and the relevant percentage of merit increase and new pay rate.   


Payroll reports are generally derived from Crystal Reports or from information that is downloaded 
from New World to Excel.   


3. Does the Payroll system integrate with Human Resources functions, such as Personnel 
Administration, Leave Management or automated timekeeping; and core financial systems such 
as General Ledger and Accounts Payable?  If not, how is data interfaced? How often? 


The Payroll module is an integrated component of the New World Financial System. As a result, 
the Payroll module integrates well with the financial modules such as General Ledger, Accounts 
Payable, etc.   The interface with the financial system is automatic and posted to the GL as a batch 
posting. 


The Payroll module is also used to provide Human Resources functionalities, although they are 
limited.  Other HR related modules that are used, or have been used, by the City include the 
Personnel Transaction History module and a Position Control module.   The New World Payroll 
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module does not integrate with the Personnel Transaction History module and duplicate data entry 
is required to create a historical tracking of personnel transactions.  The integration with the 
Position Control module was poor and its use was discontinued because there was no integration 
of payroll or HR data with position control or budgeting.     


Integration with Accounts Payable occurs each payroll cycle when the Payroll  Specialist identifies 
the child support, garnishments, bankruptcies and weekly payments to other vendors that need to 
be paid through AP.  At the close of the payroll cycle, the information is interfaced to the Accounts 
Payable module through the production of a check request instructing AP to print and send the 
checks to the vendors.  If the cycle is closed and a payment is not requested, the value is deleted 
and replaced by the new value generated during the next payroll cycle.  In other words, AP related 
payments cannot be held and accumulated within the Payroll system for payment at a later date 
such as a monthly payment.  Monthly payments must be accumulated on Excel files and manually 
calculated.  The payment to the vendor is then manually generated through generation of a request 
for an AP check or wire transfer.   


4. Are there any standalone systems (including other applications, spreadsheets and manual 
processes) that are needed to help the Payroll staff employees perform payroll tasks? 


Excel files are used to extend the calculation functions beyond New World’s capabilities.  Examples 
of this use are: 


1. To allocate labor on a dynamic basis.  Labor can be allocated to more than one GL account 
through a set up on the employee master.  However, this is a static set up and a manual 
adjustment is required to change the allocation on a temporary basis.   


2. Though the New World Payroll module can accommodate more than one rate of pay for an 
employee, the absence of hourly timekeeping prevents the ability to pay specific hours at a 
specific rate of pay or “function pay” – a rate based on a particular activity. 


3. Because the compensation structure of the New World Payroll module is a step and grade 
structure which is obsolete and no longer used, the hourly rate of an employee is not 
entered on the employee master.  Rates of pay, and any changes in rates of pay, must be 
manipulated in order to enter the data in the New World system so it will pay correctly. 


4. To accumulate payments required to vendors on a monthly or off-payroll cycle schedule. 


5. To accumulate liabilities for taxes due.  


6. To balance each payroll cycle, QTD totals, and YTD totals. 


Crystal Reports is used to extract data from the system and to manipulate it into the desired format 
and values.  New World queries can also be used to pull information out of the New World 
database and export it into an Excel file for manipulation. 


5. If so, describe the functionalities provided by each system? Why are they outside of the main 
system? How is data from the standalone system(s) interfaced to the main Payroll system? 


Standalone processes using Excel primarily are in place to extend the functionality provided by the 
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New World Payroll module.  Examples are: 


• Checks and balances are performed in Excel to balance each payroll cycle, GL entries and 
payments to vendors. 


• Exception and error reports are generated to aid discovery of information that may be 
inaccurate.  These reports are generated from the AS400 and through the use of reports 
created in Crystal Reports. 


• New World cannot provide a company tax liability report that is gross to net that 
consolidates payroll cycle data into monthly, QTD and YTD totals.  For many components, 
only current and YTD totals are available.  Crystal Reports is used to pull information from 
multiple payroll cycles and create the totals and format required to pay payroll taxes or 
vendors.   


6. Do the standalone system(s) hold the same information as main Payroll system? If not, how 
much time is spent on reconciliation activities? Which system is more correct? 


The information in the standalone systems is the same as the data in the Payroll module.  
However, the data must be manually manipulated to create totals based on the parameters and in 
the format required to reconcile totals with the GL, AP, vendor payments, etc.   


A reconciliation is performed each payroll and updated each month as bills are paid to vendors.  A 
deep reconciliation is performed each quarter to close the quarter. 


7. How many employees does the Client pay through the Payroll system? 


At its highest peak, the City pays over 1,000 employees through their New World Payroll system. 


8. Does the Client have a separate Timekeeping system?  If not, how well does the Payroll system 
capture timecard information? Who does the data entry? 


The City’s does not have a formal timekeeping system and the capture of timekeeping information 
is decentralized.  Most departments have developed their own method to track their time.  
Examples include: 


• Some departments use time clocks to capture the timekeeping but then may actually enter 
the data into another system to manipulate the timecard data.   


• Some departments use Excel as their timesheets.   


Timekeeping within each department is managed by the department’s timekeeper.  There is no 
automation and the timecard data is manually manipulated to prepare it for the Payroll system.  The 
Payroll system defaults all regular full time employees into 80 hours and  full time Fire Department 
shift employees into 112 hours.  The default is based on the set up on each employee’s master 
record.   


Exceptions to the defaulted hours are then entered by the timekeeper in each department who 
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must calculate the number of hours to be paid as overtime, absence time or any part time hours for 
that department.  The hard copies of the timecards are sent to the Payroll Department with a report 
based on the timekeeping entries using a Crystal Report method.  The report is generated as a tool 
for reviewing the timecards and to check for anomalies. 


9. How are leave plans, such as vacation and sick, managed and paid in the system? 


Vacation/Sick Time 


Vacation and sick time are both earned on an accrual basis.  An accrual is generated 24 of the 26 
calendar year payroll cycles.  Vacation or sick time is requested and approved through the 
employee’s supervisor.  Reason codes are used by the timekeepers to designate the reason for the 
absence.  There are also some additional rules around advance notice or just in time notice, but 
these are primarily related to the IAM union. 


There is also a plan for dependent sick time which is decremented from the employee’s regular sick 
bank when used, but identified as dependent sick time.  Accrual for dependent sick time is entirely 
manual and updating the dependent sick bank does not occur until the following check because the 
New World system cannot validate the sick bank balance for this plan.  This is a customization for 
the New World system.   


The employee payroll check communicates a running balance of time earned, used, and the ending 
balance of their vacation and sick leave.  However, the employee is not eligible to use the time until 
they have met their six month waiting period.  The New World Payroll module does not have the 
ability to “hide” these balances until the employee becomes eligible to use them.  In addition, the 
timekeeping process is entirely manual and the employee can enter hours greater than their earned 
balance.  When the Timekeeper enters the data from the timecard, the Payroll module will warn the 
Timekeeper if the hours entered are greater than the available balance but does not stop the entry.   


Personal Time 


In addition, employees of the City earn Personal Time, which must be accrued manually.  The 
Personal Time is not accessible until the employee reaches six months of employment after their 
hire date. 


Comp Time 


The ability to earn comp time is based on the specific position.  Most positions may earn up to a 
maximum of 80 hours in their comp bank.  However, some positions may earn a higher maximum.  
The comp bank is set up in the Payroll module with a maximum of 80 hours that can be 
accumulated. However, there is no “hard stop” if the employee and Timekeeper enter hours for 
comp time that are greater than the comp bank balance.  There is no cap on the comp bank that 
stops employees from loading in hours above the cap. 


Workers Compensation 


Workers compensation (WC) is a self-insured program that is paid through a vendor.  However, it is 
also supplemented by a payment through payroll to pay wages to the employee between 66 2/3 % 
to 100% of pay.  It is input as WC City Supplement Pay and the code is setup to decrement the 
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employee’s department’s WC account.  The amount of payment is manually calculated using a 
Word document. The supplemental WC pay is paid for the first 90 days of a WC leave; thereafter 
the employee must supplement their check by using sick hours.   


Holiday Pay 


Though the City has a Holiday Pay policy, the calculation of holiday pay is somewhat decentralized 
and is calculated differently by different departments.  For example, Police and Fire have different 
methods for paying holidays.  Only the Timekeepers in each department have a clear idea of how 
holidays are paid within that department.  There is limited consistency and the rules are not clearly 
defined or documented.   


10. How are pay codes set up and maintained?  


The City operates with approximately 100 pay codes, of which 20 are regularly used.  New codes 
are set up by the Payroll Specialist on the payroll master in the New World Payroll module.  There 
is no approval process required for setting up a new pay code.  There is a beginning date, but the 
City doesn’t really use an end date to close a pay code.  New pay codes integrate into the reporting 
process without any adjustments to set up or processing. 


11. How many payroll cycles does the Client have? 


The City operates two different payroll cycles – a biweekly cycle and a monthly cycle.  Benefit 
deductions are taken based on a schedule of 24 cycles per year. 


12. How often is payroll processed? 


Payroll processes two pay cycles, a biweekly cycle paying 26 times per calendar year and a 
monthly times per year.  All employees are paid on the biweekly cycle.  The mayor, 
councilmembers and judges are paid on the monthly cycle. 


13. How are manual payroll checks processed? Under what circumstances are they used? 


The City’s policy discourages creation of a manual check by typing it.  Therefore, an entire payroll 
cycle and process is used to generate any manual payments to employees.    Adjustment cycles 
are not utilized and changes to totals or an employee’s record are made on the following payroll 
cycle.  Paying a manual check is rare and normally occurs when a supervisor has forgotten to enter 
a significant amount of timekeeping. 


14. How is an employee deduction designated as pre-tax, percentage, limited, biweekly, etc.? 


Benefit deductions are set up in the New World Payroll module as pre-tax or after tax based on the 
code that is used.  For all eligible deductions, a default pre-tax set up is used unless the employee 
specifically requests otherwise.  Percentage deductions calculated on gross earnings are also 
available.  Limited deductions – for example, repayment of a specific dollar amount, do not roll over 
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if crossing payroll years.   


15. How are employee deductions created and maintained?  


Deductions codes in the New World Payroll system reside in a deduction code table that is set up 
by the system administrator.  No approval process is required to create a new deduction code.  The 
deduction codes have a start and an end data capability. 


Only simple calculations can be attached to the deduction code to facilitate the calculation of a 
deduction value.  For example, the New World Payroll module can calculate a deduction based on 
a percentage of gross earnings, but cannot calculate union dues, which are calculated uniquely.  
Union dues must be maintained on an Excel spreadsheet for every employee. 


Mass changes to a deduction code can be processed.  However, only the dollar amount is changed 
and the deduction code remains the same.  In order to query historical data for a deduction code 
which has two values in its history, the pay history of all employees involved would have to be 
pulled and the historical report manually created. 


If a deduction is taken on two different payroll cycles, for example once on the biweekly cycle and 
once on the monthly cycle, the New World Payroll module requires two different deduction codes, 
even if the deduction amount is the same on both cycles.   


16. How are the tax tables maintained and kept current? 


Tax tables are set up on the payroll master in the New World Payroll module.  It is maintained using 
the IRS Circular E each year to update the tax tables. 


17. Does the current system have robust security that limits access to payroll records to only those 
positions with a need to know? 


Security for the New World Payroll module is very robust.  Security is designated by role and roles 
are set up by groups, such as Timekeepers. 


18. Does the Client require the automatic deposit of paychecks? Please describe the process.  


Though the City strongly encourages its employees to elect direct deposit, it is not mandatory.  
Approximately 94% of employees use direct deposit.  Employees are asked to enroll in direct 
deposit at their new hire orientation, but can enroll in direct deposit at any time.  An additional 
incentive by the City is the accelerated payment of direct deposits on Thursday, while paper checks 
cannot be cashed on Thursday because funds are not yet available.  The New World Payroll 
module creates the direct deposit ACH file. 


19. How does the Client distribute payroll stubs to employees?  


The pay stubs are distributed through a centralized process.  Departments send a designated 
employee to the Payroll Department to pick up the checks and deposit advices so that they can be 
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returned to the department for distribution to the employees.   


20. Identify any other processes that are accommodated through payroll, such as travel 
reimbursement, child support garnishment, etc. 


The following is a partial list of process managed through the New World Payroll module: 


• Child support garnishments 


• Union dues 


• Tax garnishments 


• Student loan 


• Boot checks 


• Fitness reimbursements – for gym memberships if the employee is paying for a membership 
anywhere 


• Police dues 


• Firefighter dues 


• Employee awards 


• Workers comp above 66 2/3 % 


• Moving expenses 


• Insurance rebate 


• Taxable life 


• Clothing allowance 


• Phone allowance 


• Taxable vehicle benefit – stipend for a company car 


• Car allowance – Employees that drive a city vehicle for both personal and business 


• ESS pay – emergency services (similar to hazard pay) 


21. Does the system have the ability to generate all necessary payroll reports?  Can the reports be 
run based on any user defined criteria?   


The New World Payroll module’s reporting capabilities are limited.  Many reports are not generated 
in a format that is sufficient for the required purpose, and as a result, data must be downloaded to 
Excel or manipulated through Crystal Reports to obtain the required report.  This often also 
includes cleaning up the data in order to utilize it. 
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22. Identify problems with current processes that are immediately obvious. 


Immediate opportunities for improvement of payroll processing include: 


• Decrease amount of manual processing.   


• The ability to have different tax designations for a special payroll, such as checks generated 
for boot allowances or service awards. 


• Easier management of tax deductions on a manual check. 


• More flexible user-friendly reporting. 


• “What if” modeling is not available and has to be manually created upon request. 


• Employee self service 


• Automation of timekeeping processing. 


• Daily time vs. exception reporting for all, especially hourly employees. 


• Consolidated reporting for tax reconciliations 


23. Identify the unmet needs for the Payroll Department. 


1. The Payroll system is the primary module used to manage HR data and transactions; 
therefore there is limited integration with other HR modules.  The HR modules that are 
available have proven to be cumbersome in use, require duplicate date entry, and do not 
integrate well, which limits the City’s ability to automate the transfer of employee data back 
and forth between Payroll and Human Resources functions. 


2. The Payroll system does not integrate with the Budgeting module of the New World system, 
which creates the need for duplicate data entry, manual tracking of position control data, 
and reconciliation between the two modules. 


3. The Payroll system does not create historical records to document transactions.  
Consequently, a separate module – the Personnel Transaction History Module – must be 
maintained using duplicate data entry to create historical tracking of personnel transactions.   


4. The structure of the Payroll system does not support a “pay for performance” evaluation 
process because of its step and grade compensation structure.  Thus, no audits are 
automatic to ensure new pay rates fall within the ranges. 


5. The Payroll system cannot accumulate totals generated by the payroll cycle that are due for 
payment at a later date.  Payments to vendors which must be on a monthly or off-cycle 
basis must be manually tracked on Excel. 


6. Labor cannot be allocated on a dynamic basis through timekeeping, but must be set up on 
the employee master record.  This does provide the ability to allocate labor to more than 
one GL account, but this is a static set up and a manual adjustment is required to change 
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the allocation on a temporary basis.   


7. The Payroll system can accommodate more than one rate of pay for an employee, but the 
absence of hourly timekeeping prevents the ability to pay specific hours at a specific rate of 
pay or “function pay” – a rate based on a particular activity. 


8. The compensation structure of the Payroll system is a step and grade structure.  
Consequently, the hourly rate of an employee is not entered on the employee master, it’s 
entered on a rate table in New World.  Any changes in rates of pay that do not occur at the 
beginning of the pay period, must be manually calculated via back pay and added to payroll 
processing in the New World system so it will pay correctly. 


9. The Payroll system will not accumulate tax liabilities over multiple payroll cycles to create 
the tax payments due to federal, state, and local taxing agencies; these must be tracked 
and calculated using Excel. 


10. The Payroll system cannot provide a company liability report that is gross to net that 
consolidates the payroll cycle data into monthly, QTD and YTD totals.  Crystal Reports is 
used to pull information from multiple payroll cycles and to create the totals and format 
required.   


11. The system does not provide self service functionalities to allow employees to view their 
paychecks online, to view/change their federal income tax withholding, to enroll in direct 
deposit, etc.  


12. The Payroll system does not support a formal timekeeping system which is consistent 
across the organization.  The City’s timekeeping is decentralized and most departments 
have developed their own method to track their time with some using time clocks and some 
using Excel.    


13. The Payroll system allows Timekeepers to calculate overtime hours to be paid rather than 
requiring all hours to be entered and overtime hours to be calculated by the system.  This 
creates inconsistencies in calculations and the ability for overtime to be calculated 
incorrectly and be incompliant with FLSA regulations. 


14. The Payroll system does not provide automated workflow functionality for timekeeping, 
which would allow employees to submit their time for approval to their supervisor 
electronically, allow approval of the timesheet by the supervisor electronically, and 
automatically upload the approved timesheet to payroll for processing.  


15. The Payroll system requires all full-time employees to have default hours for payroll that are 
assigned on the employee’s employee master.  This creates timekeeping by exception for 
all employees, both exempt and non-exempt, which is not strictly compliant with the tracking 
of timekeeping for hourly employees. 


16. The system does not support flexible user defined rule-based processing.  This has limited 
the City’s ability to automate system functions based upon their business rules, which has 
led to the need for additional resources for manual processing and review.  


17. The Payroll system requires a customization to manage the dependent sick plan which 
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decrements from the employee’s regular sick bank when used, but is identified as 
dependent sick time.    


18. The Payroll system does not have the capability to “hide” the accumulating balances of 
leave time until an employee has satisfied any waiting period required for eligibility. 


19. The Payroll system does not have the ability to cap all leave balance banks, such as comp 
time, based on a position or to prevent an employee from entering hours for payment 
beyond the available balance.   


20. The Payroll system’s decentralized timekeeping process allows departments to calculate 
holiday pay based on different calculations.  This creates inconsistent application of the 
City’s Holiday Pay policy and inconsistent calculations throughout the organization.  These 
internal, departmental calculations are not clearly defined and/or documented and are only 
known well by each individual department’s Timekeeper.   


21. The City does not have a formal approval process for the creation or deletion of pay codes 
or deduction codes.  


22. The City must run an entire payroll cycle to generate a manual check.  No expedited 
process is available if a manual check is needed.  


23. The Payroll system can only process simple calculations for a deduction code to facilitate 
the calculation of a deduction value.  For example, the New World Payroll module can 
calculate a deduction based on a percentage of gross earnings, but cannot calculate union 
dues, which must be calculated uniquely for each employee.   


24. The Payroll system does not retain historical information on deduction code amounts which 
have been changed during the life of the deduction.  Any reporting or analysis requires 
pulling the pay history of all employees impacted by the deduction for the range of the 
report. 


25. The Payroll system does not offer flexible and user friendly reporting tools.  Many reports 
are not generated in a format or value that is sufficient for their purpose and data must be 
downloaded to Excel or manipulated through Crystal Reports to achieve the reporting 
needed. 


26. Pay check modeling is not available in the current system.  Only the Payroll Specialist has 
the ability to run a check wizard (changes to employees’ deductions/taxes to see the 
outcome before applied to their master). 


27. The Payroll system cannot accommodate multiple tax configurations for deductions or 
options on pay.   


28. The Payroll system requires two different deduction codes if a deduction is taken on two 
different payroll cycles, for example once on the biweekly cycle and once on the monthly 
cycle, even if the deduction amount is the same on both cycles.   


29. The Payroll system cannot hold the untaken portion of a deduction in arrears and deduct 
any unpaid portion on the next pay cycle.  This limitation requires a manual process to 
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collect the untaken deduction from the employee.    


30. Tax tables are maintained manually, which creates a greater risk for errors.  


31. The system cannot calculate retroactive leave usage or overtime. 


32. There is no automation of personnel transactions in the HR or Payroll modules, which in 
turn necessitates manual data entry for all data changes and updates to employee records. 


33. The system does not have the ability to attach source documents to transaction records 
within the system. 


34. The calculation of cash out payments for vacation, sick, and comp time balances is a 
manual process.  


35. The Payroll system has no rules that prevent an employee from using vacation time prior to 
being eligible for it.   


36. It is difficult to report on the direct labor and benefits allocation of an employee whose time 
is split between different departments. 


24. Determine how new technology might be able to address these unmet needs. 


The City would benefit from a comprehensive Payroll module that is designed for its complex 
environment and public sector needs.  Technology should enable the following: 


1. A Payroll system that integrates with Human Resources, General Ledger, Timekeeping, 
Projects, Budgeting, Accounts Payable, etc. in real time. Integration with other modules 
would: 


• Reduce duplicate data entry, 


• Decrease data entry errors, 


• Increase reporting and workflow functionalities, 


• Improve the transfer of information between HR and Payroll, 


• Improve the ability to accumulate and transfer information at any given point in time to 
Accounts Payable for execution of a payment to a tax authority or vendor, 


• Reduce the need to maintain duplicate tables in both systems, 


• Reduce the time and effort spent on review and reconciliation, 


• Automatically create historical tracking of data entered, changes, and transactions. 


2. The system should support user defined rule-based processing that allows for custom 
calculation formulas for any deduction, contribution, and earnings code.  


3. The system should provide self service tools to employees and managers, which would 
allow easy on-line access to: 


• W-4 Employee’s Withholding – To view or change existing Federal Tax Withholding 







 


 12 of 13 
Completed by:  Schafer Consulting            Last Update: 10/20/2008 9:24 AM 


CURRENT PROCESS QUESTIONNAIRE 


Client: City of Lee’s Summit Functional Area: Payroll 


Prepared by: Kristie Evans Approved By:  


selections. 


• Earnings Statement – To view current and past earnings statements. 


• Direct Deposit – To start or stop direct deposit services safely and securely. 


• Home Address – To view or change a home address. 


• W-2 Wage & Tax Statement – To view and/or print the employee’s W-2. 


4. The system should provide robust tax calculation functions including full support of Federal 
and State tax tables and calculations. 


5. The system should comply with Fair Labor Standards Act (FSLA) in the calculation and 
payment of overtime. 


6. The system should fully automate arrears tracking using the City’s business rules. 


7. The system should provide a flexible, user friendly report writer to create ad hoc reports. 


8. The system should provide greater granularity for reporting on labor and expense 
allocations for employees who’s timekeeping and/or benefits expenses are split between 
different departments. 


9. The system should support pay check modeling for employee inquiries.   


10. The system should have the capability to allocate labor costs and associated benefits to 
multiple cost centers/activity codes to facilitate grant and project reporting. The allocation 
should be user definable for each grant and project.  


11. The system should provide the ability to automate many unique City defined pay processes 
such as “cashing in” of vacation for pay, dependent sick time, personal hours, and comp 
time.   


12. The system should provide greater functionality to manage a “pay for performance” 
compensation structure based on user defined criteria and create trending reports from year 
to year at the employee and department level.   


13. The system should permit mass change capability to a group of incumbents where the pay 
increase is the same percentage. 


14. The system should provide greater flexibility and functionality allowing multiple deduction 
codes for use in tracking, managing and communicating the different deductions from 
employees’ paychecks.   


15. Implementation of an automated Timekeeping system with daily timekeeping entry would: 


• Ensure correct processing and calculation of overtime hours and pay, 


• Increase consistency of HR policy application throughout the organization, 


• Enhance reporting, 


• Decrease manual timekeeping processes, 
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• Decrease potential data entry errors, 


• Reduce the time to process payroll, 


• Provide the ability to track part time hours in order to determine the part time employee’s 
retirement eligibility. 


16. The system should provide a holiday calendar that is internal to the system and promotes 
automated functionality to calculate holiday pay tied to specific days of the year.   


17. The system should provide for the management of leave plans, including various accrual 
rates, eligibility rules, waiting periods, and options on employee viewing, 


18. The system should provide alternative processing options for the production of a manual 
check, retroactive calculations of pay or leave adjustments, changes effective on a date 
falling within a pay cycle, etc. 


19. The system should have the ability to limit the maximum amount of any deduction or benefit 
based on user defined criteria. 


20. The system should have the ability to globally update contribution or benefit rates and the 
application of those changes to a class of employees. 


21. The system should support multiple versions of user-defined salary and rate tables. 


22. The system should provide a trial payroll process that allows the user to run payroll and 
view the results without actually posting the entries. 


23. The system should automatically calculate overtime on eligible shift differential. 
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1. Does Client have a single system that records and tracks all project related activities?   


The City uses New World system to track most of the project related activities, using the 3rd part of 
a 4-part account code string.  For more information on the account code structure, please refer to 
the General Ledger Needs Assessment Report. 


Project tracking is also maintained in an Access database and Excel.  Please refer to the response 
to Question #3 for more information. 


2. Describe the overall purpose/functionality of the Project/Activity system. 


The City does not use the separate Project Ledger in its current version of New World System.   


3. If Client does not have a separate Project system, is project information tracked manually? 
Please describe the process.   


For the most part, detailed project tracking (for such items as vendor invoices, labor costs, and 
other internal charges) and reporting are performed outside of the New World system.  Examples of 
these manual processes are presented below: 


• Timekeeping - Staff time coded to specific projects is maintained in an Access database.   


• Capital Project Costs - A designated person in the Finance Department is responsible for 
monitoring capital project costs by maintaining an Excel spreadsheet that summarizes the 
aggregate expenditures for each project. This spreadsheet does not break out the project 
costs by specific account numbers, such as construction, personnel costs, land & 
acquisition, etc.  The reason that the capital project costs have to be maintained manually is 
because New World system does not provide inception to date reports.  


• Encumbrances - Funds are encumbered manually for Capital Improvement Plan (CIP) 
projects. 


• Multiple Funding Sources - It is not unusual for road projects to be funded by multiple 
sources.  Due to the limitation in the system, a separate project number has to be set up for 
each funding source within each project; therefore, users cannot run reports that roll up the 
cost for the entire project.  


• Project Phases - If a project has different phases, each phase also needs to be set up either 
as a separate project number or be tracked manually in Excel.  If the phases are tracked 
manually, then the invoice reviewer has to guess which phase to charge the cost to (for 
instance, planning or design.) 


• Construction Management - The City uses Excel spreadsheet to maintain construction 
management details (for example, the City has to validate the construction progress 
submitted by a contractor, who may indicate through the completion of a pay application 
that he has laid so many feet of pipe, etc.)  


• Overlay Projects - Overlay projects are different from other capital projects as they 
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represent major maintenance programs. The biggest challenge with tracking costs for 
overlays is the fact that they may be for a term of one calendar year, which is different from 
the City’s fiscal year.  


4. Does each department monitor and manage its own projects/activities? How is project 
expenditure information communicated to the Accounting staff and how is it recorded in the 
core financial system?  


Project Managers from individual departments are responsible for overseeing and tracking costs for 
capital projects. Due to timing issues and a variety of other reasons, they frequently have trouble 
reconciling project costs to the General Ledger.  Some of these issues include: 


• There can be up to a 3 month lag in the project tracking Excel spreadsheet, which makes it 
possible to commit funds that are not available.   


• One of the most frequent reasons for the General Ledger and the Excel spreadsheet to get 
out of balance is due to differences in the amount of contract retention.  


• Invoices that are paid from a project can often be left off the Excel spreadsheet. 


• Approval of expenditures is not always performed by the Project Manager as it could be 
done by the right-of-way agent purchasing the property, attorneys performing legal work that 
is managed through the Law Department, etc. 


• Invoices that are incorrectly charged to another project number.  The Project Managers do 
not see what invoices have been paid on each project as they only have access to the 
aggregate amount of project expenditures for all account codes. 


• Staff costs information sent to Finance through other processes that are not captured by the 
Project Manager 


Once invoices are reviewed by the department responsible for the project, they are forwarded to 
AP for payment processing through New World.  


5. How are internal project expenditures calculated and tracked? (i.e.: labor and overhead, 
inventory parts, etc.) 


The City charges labor overhead for internal project expenditures, which consist of mostly benefits; 
however, the City does not charge any General & Administrative overhead at this time. This 
practice may change, as the City just recently completed a cost allocation study.  


6. Does the Client compare project expenditures against the project budget?  


The City’s ability to compare project expenditures against the project budget is limited due to 
reporting constraints.  Inception to date costs must be prepared in an Excel spreadsheet, as New 
World System does not currently provide the capability to generate this type of report.  In addition, 
the system only reports current year budget information, which does not meet the needs of the 
Project Managers as they need to see a 5 year projection for CIP projects for both revenues and 
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expenditures. Project Managers are not always aware of their shared expenses, as the allocation is 
typically initiated by another department (for example, shared legal expense from the City’s Legal 
Department.) 


7. Does current system produce project/activity reports, including performance measurement 
reports? 


The City does not currently track any performance measurements. The only process that comes 
close to project performance occurs at project close out.  A close out report is prepared for the 
purpose of comparing the actual amount of money spent against the project budget. In addition, the 
report also indicates the project due date and the actual date of completion.  


 


8. If performance reports are required, how does the Client capture performance indicators?  


Performance reports are not required at the present time. 


9. Identify unmet needs in the current system.   


1. The current system does not use the Project Ledger module in New World, which would 
integrate to the General Ledger, Budgeting, Accounts Receivable, Accounts Payable, 
Payroll, Timekeeping, Contract Management, Purchasing, etc.  As a result, project 
information is maintained in several different systems. The lack of integration may lead to a 
lack of data integrity and multiple data entries. 


2. The system does not have the ability to properly track the lowest levels of project detail, 
such as geographic areas, phases, funding sources, and other project subcomponents.  
These subcomponents are set up as separate project numbers within the General Ledger 
account code structure, which does not accommodate flexible reporting and inquiry.   


3. The current system does not offer any electronic approval for project related invoices.  


4. There is no real time project information in New World. For example, timekeeping 
information is only updated on a quarterly basis from the Access database to the General 
Ledger in New World.  


5. The current system provides very limited reporting capabilities.  For instance, the City does 
not have the ability to generate reports for an entire project if that project is funded by 
multiple sources or has multiple phases. Furthermore, the system does not provide any 
inception to date reporting.  


6. The current system does not have the ability to drill down or drill around on a project 
transaction, including the ability to cross reference a transaction from multiple 
modules/databases.  


7. Only the current year project budget can be compared to current year project expenditures. 
The system does not maintain total project budget and inception to date expenditures. 
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8. The current system does not provide the ability to allocate shared expenses. 


9. Encumbrances for projects are tracked manually. 


10. The system does not have the ability to automatically track retentions.  


11.  


10. Determine how new technology might be able to address these unmet needs.  


Based on discussions with the City, most of the current unmet needs and constraints can be 
addressed by improved technology.  Some of the features of improved technology include: 


1. The system should provide a robust, flexible report writer with drill-down and drill-around 
(cross-reference) capabilities. Specifically, the report writer must be able to: 


• Generate reports by project, phase, segment, work break-down structure, funding 
sources, etc.  


• Run multi-year (inception to date) budget to actual project reports. 


• Summarize all the projects funded by the same grant. 


• Report on all funding sources for a single project. 


• Report on all contracts related to a single project.    


2. The system should have an automated workflow tool to generate electronic approval and 
automated “tickler” notifications. 


3. A system should provide  document imaging to allow the attachment of scanned 
documents to projects 


4. The system should provide a multi-level hierarchical project structure that allows project 
managers to track projects at more detailed and user-defined levels (such as phases, 
segments, work break-down structure, funding sources, etc.) 


5. The system should have a separate Project/Activity module that integrates, at a minimum, 
with the General Ledger, Purchasing (to allow for Encumbrances), Contract Management, 
Budget, Accounts Payable, Accounts Receivable, Billing, Payroll, Timekeeping, etc. This 
full integration will provide accurate and real time information. 


6. The system should have the ability to easily download project information to desktop 
applications, such as Excel, Access, etc. in order to perform additional project analysis. 


7. The system should have the ability to track and report on multi-year projects. 


8. The system should provide the ability to calculate the allocation of shared expenses.  


9. The system should allow for the preparation of project budgets on an annual, quarterly, 
and/or monthly basis.  It should allow for the creation of budgets at a very specific level or 
at a summary level. 
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10. The system should allow for easy-to-use queries based on any user-defined selection 
criteria.  Users should be able to extract project descriptive information, balance figures, 
budget figures, and/or transactions which originated from other subsystems (Accounts 
Payable, Encumbrance, Accounts Receivable) for any given date range. 


11. The system should allow project numbers to be mapped to General Ledger accounts in 
order to facilitate data entry.  This would allow a project number to automatically default to 
the correct General Ledger account without having to key it in. 


12. The system should provide user-defined fields and user defined field relationships. 


13. The system should provide the ability to easily interface to other project tracking 
applications. 
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1. Does the Client have a single system that records all the purchasing activities or are some of 
the activities tracked elsewhere?   


New World is used to track purchase requisitions and purchase orders, which are generated in the 
New World system.  Purchase orders are also tracked in Excel for ease of reporting and analysis.  
This information is entered manually based on reports from the New World system.   


Purchasing Cards are issued to Departmental personnel based on the Roles and Responsibilities 
section of the P-Card Policy Manual The Purchasing Department is responsible for administering 
the Policy Manual and issuing the Purchasing Cards. This program is designed to minimize the 
overhead costs inherent in purchasing systems, but maintain detailed tracking of vendors where 
services and supplies are obtained.  Purchasing Card activity is not maintained in the Purchasing 
system but is accessible from Accounts Payable details. Purchasing Card transactions are 
processed through the Accounts Payable subsystem; however the posted detail is located in the 
General Ledger subsystem with vendor history and account inquiry.  


Contract and bid tracking is maintained in an Access database.  Bid and contract numbers are 
assigned in the Access database, which is also used to record notes.  Bid tabulations are created 
and maintained on Excel spreadsheets for commodity, IFB’s.  Ranking and Score sheets are 
performed for  RFP’s and RFQ’s in Excel.    Please refer to the Contract Management Needs 
Assessment report for more information on contract and bid tracking. 


2. Describe the overall purpose/functionality of the Purchasing (PO) system 


The New World system offers decentralized access to users throughout the City in order to provide 
departments the ability to input their own requisitions directly into the system.  Budget checking is 
performed at the time of order entry and also when purchase orders are posted and report is 
printed.  If requisitions cause the total expenditure to come within 95% of the budget, then a 
warning message will be generated.  Although the system provides the ability to block requests that 
exceed the budget, the City is currently not using this blocking feature.  


The main purposes of the New World LOGOS system are: 


• To track purchasing activities from the approved requisition through the vendor payment 
process. 


• To print purchase orders in hard copy format. 


•  To track encumbrances for purchases.  Encumbering takes place when the purchase order 
is posted.  The City does not utilize pre-encumbrance posting to the GL.  


All purchases are required to follow the City’s Purchasing Policy.  This policy breaks down 
purchases into the following groups: 


1. Petty Cash may be used for purchases under $50, with the approval of the Department 
Director or a designated representative. 


2. A Purchase Requisition must be used for all other purchases with the following 
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qualifications: 


• Departments are encouraged to obtain cost comparisons on purchases up to 
$1,000.  After placing the order, the Requisition must be submitted to the Purchasing 
Division. 


• Departments shall coordinate with the Purchasing Division for purchases between 
$1,000 and $3,000.  The Department in coordination with Purchasing will obtain 3 
vendor quotes prior to selecting a vendor.  The Department will then submit a 
Purchase Requisition and specifications to the Purchasing Division. 


• Purchases between $3,000 and $10,000 are to be submitted by Purchase 
Requisition to the Purchasing Division.  The Purchasing Division will obtain informal 
written bids. 


• All purchases over $10,000 require formal written bids, which must be advertised. 


• All purchases over $20,000 require formal written bids, which must be advertised 
and require City Council approval.  


3. Does the Client have any standalone systems (including other applications and spreadsheets) 
that are needed to help employees perform purchasing tasks? 


The City uses several standalone systems to aid employees in performing purchasing tasks.  
These include: 


• As mentioned above, the City uses an Access database to track contracts and bids 


• Excel worksheets are used to aide in the analysis of purchasing data 


• Some procurement information is also posted to DemandStar and/or the City’s website.  
DemandStar is an e-procurement bidding service which is used by the City to post detailed 
proposal requests and specifications.  Vendors will then access DemandStar to obtain bid 
documents.  The vendor will then provide hard copy proposals to the City Purchasing 
Division.  In addition, DemandStar provides statistical data on the number of suppliers 
notified. This statistical information is then provided to Council.   


• GovDeals is used to advertise the sale of surplus property (fixed assets), and other 
commercial web sites for plan specifications, as consultants may recommend. 


4. If so, what functionality is provided by these systems? Why are they outside of the main 
system? How is data from the standalone systems interfaced to the main PO system? 


The functionality of each of these systems is explained in the response to Question #3.  In addition, 
please refer to the Contracts Management Needs Assessment report for more information on the 
Access database.   


These systems are primarily used to augment the functionality of the New World system.  Data is 
not interfaced between any of the stand alone systems and New World, although information is 
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transferred from these stand alone systems into the Access database to enhance reporting and 
analysis. 


5. Do the standalone systems hold the same information as main PO system? If not, how much 
time is spent on reconciliation activities? Which system is more correct? 


These systems generally hold limited similar information and no reconciliation is performed.  In 
some cases, multiple purchase orders in New World make up a single project number in the 
Access Data Base. 


6. Is the PO system integrated to Accounts Payable, Fixed Assets, Inventory, Encumbrance, 
General Ledger or any other subsystems?   


The Purchasing system is integrated with Accounts Payable and the General Ledger.  When the 
purchase order is posted, it creates records in Accounts Payable and creates encumbrance 
records in the General Ledger.  The purchasing information in Accounts Payable can be updated / 
changed for items such as freight or incorrect pricing.  PO changes are made manually to the paper 
copy of the PO by the authorized personnel and entered by AP as part of the payment process.  
The Purchasing subsystem is not updated by the changes made by AP. Disencumbering is 
complete when AP flags the payment as “complete.”  Reconciliations are performed monthly 
between Accounts Payable and Purchasing records. 


7. If the main PO system is not fully integrated to the General Ledger, describe the interface 
process.  What information is being interfaced and how frequently does the interface take 
place? 


When Purchasing posts the PO, it is available for AP to pay.  The integration takes place at the 
time of PO printing.  An interface is not necessary. 


8. Does Client use purchase requisitions?  If so, how are they created in the system? By whom?  


All departments have access to create and approve requisitions.  New World has an on-line 
requisition process, which is used by departments to create requisitions.  The requisition is then 
routed for the proper approval.  Once approved, the requisitions number becomes the purchase 
order number for the purchasing document.    


9. Once a purchase requisition is created, describe the approval process that follows.  


Approvals for purchase requisitions are performed on-line within the New World system.  Required 
approvals include a designated departmental approver, and the Purchasing Division.  When the 
department approves a requisition, they email or call Purchasing to let them know an approval is 
pending.  Purchasing will also check the New World System approval screens periodically to see if 
anything is pending because the system does not provide a workflow based approval system that 
can create automated email or pop-up notifications. Purchasing will take the necessary steps of 
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turning the requisition into a Purchase Order based on the dollar amount of the requisition. 


10. Does the system encumber funds at the purchase requisition level? 


Encumbering at the requisition level may be available in the system, but the City is not utilizing it.  
Budget checking is performed when a requisition is entered, but the encumbrance is not created 
until the purchase order is posted. 


11. When does a purchase requisition become a purchase order?  


The purchase requisition number is generated and assigned once the department approval is 
obtained. However, the Purchase Order cannot be printed until it receives approval from the 
Purchasing Division.  The encumbrance is created and the PO is available to pay against once the 
PO is posted.  Changes can still be made to the purchase order after partial payments have been 
applied by Accounts Payable. 


12. When does budget checking take place in the system?  


Budget checking occurs when the requisition is entered into the system.  If the requisition puts the 
account within 95% of the annual budget, a box will display on the user’s screen with a warning.  
The City is not utilizing any budget blocking capabilities of the system.  


13. Once a purchase order is created and approved, how does the Client issue it to the vendor? 
(via email, fax, phone, etc.) 


The City may utilize email, fax, or USPS to deliver a purchase order to the vendor.  Purchasing will 
provide a hard copy to departments.  When emailing, they will attach a scanned copy of the PO 
and attachments.  When purchase orders are imaged, they are stored in the SIRE database and 
are available for departments that have been set up to access it. 


14. Does the Purchasing System track vendor retentions?  Please explain this process. 


Retention is manually tracked by the Project Manager, who approves invoices for payment.  
Retention is manually entered into New World by Accounts Payable staff based on the Project 
Manager’s notes on the invoice.  The Project Manager also approves the release of retainage with 
the approval of Finance.  The Project Manager and Finance keeps track of retention being held for 
each vendor. Project costs / retention amounts are also verified and tracked in Excel spreadsheets 
by the Finance Accountant before AP processing. 


15. How is a purchase order amended or canceled?  Please explain the process. 


Changes to posted purchase orders can only be made by Purchasing and are only allowed if the 
change is to the cost of the item being purchased.  If the change in cost is more than $3,000, it will 
require the prior approval of the Purchasing Division.  Changes more than $20,000 will require the 
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prior approval of Purchasing and the City Manager. 


If there is a change to the quantity or scope, a new Purchase Order will be required. Purchase 
orders can be changed and reposted, even after partial payments have been made.  


For authorized changes, the department notifies Purchasing and they make changes.  Purchasing 
will also change the description to note what changes were made.  The PO needs to be reposted 
and reprinted for the department and/or vendor. 


Cancellation of a Purchase Order is done by the Purchasing Division.  When a cancellation is 
performed, the encumbrance is also relieved by the system. 


16. Does the Client have a centralized receiving location for goods purchased? 


The City uses a decentralized receiving system whereby each department receives the goods they 
ordered.  The New World system is not being used to track the receipt of goods or services.  
Accounts Payable will receive a copy of the Purchase Order from the department with notations of 
the item(s) received. 


17. Please describe the receiving process. 


Accounts Payable matches the vendor invoice to the department’s receiving copy of the Purchase 
Order.  If the department forgets to send the receiving record, Accounts Payable will request it once 
they receive an invoice from the vendor. Any discrepancies between the invoice and the receiving 
copy, creating an additional charge between the invoice and the original Purchase Order are 
reviewed and approved (or denied) by the ordering department’s authorized personnel. For 
discrepancies totaling $25 or more, the department can approve (or deny) the change by e-mail. 
For discrepancies over $25, additional paperwork is sent to the ordering department via the AP 
folder system for approvals. There is no automated process.  


18. Does the Client require three way matching? (Purchase order with receiving document and 
vendor invoice.) 


Accounts Payable performs a manual 3 way match. 


19. How does the Client close a purchase order after final payment? 


There is a flag on the Accounts Payable screen to indicate a final payment, which will close the 
purchase order.  Once the PO is closed, it cannot be accessed through the purchase order screen 
in Accounts Payable.  If the final payment is made and the flag was not set, the Purchasing Division 
will close the PO, which will also disencumber any remaining funds.  


20. If there is still a balance left in the purchase order, how does Client update the encumbrance 
balance? 


If the ordering department identifies the payment as the final payment even though there is a 
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remaining balance, the encumbrance is closed when Accounts Payable marks a payment as 
complete.  If it is decided after the payment has been made that there will be no more payments 
processed against the Purchase Order, Purchasing will proceed to close it.  AP must be able to 
attach a payment to a Purchase Order in order to close the Purchase Order and unencumber the 
remaining balance. 


21. Does Client create any blanket purchase orders?  If so, how are they handled?  


There is no system distinction between regular purchase orders and blanket purchase orders.  The 
department will submit a request with a description of “blanket” and partial payments will be made 
in Accounts Payable.  Accounts Payable will identify the payment as a partial payment by placing a 
“P” after the Purchase Order number in the description field during the invoice payment process.  


22. Does the Client encumber releases against the blanket purchase orders? 


As payments are made against the blanket Purchase Order, encumbered funds are released. 
Please refer to our response to Question #21 for more detail.   


23. Identify any other manual processes associated with the current system. Please include a 
general description of the process, reason that it is performed and why it is performed manually. 


The Purchasing Division is responsible for asset disposals, which are tracked manually in Excel 
spreadsheets. Most Fixed Assets are placed on to GovDeals.com, an eternal on- line bidding 
application.  


24. Does the system have the ability to generate all necessary purchasing reports?  Can the 
reports be run based on any user defined criteria?  (i.e.:  vendor number, purchase request or 
purchase order number, due date, buyer number, account number, etc.) 


The New World system is used to produce a Listing of Open and Closed Purchase Orders, Open 
PO Aging Report and Vendor History Report.  Purchasing also uses reports from the Access 
database for Vendor Listings and Bid reports.   


25. How are vendors created in the system? By whom? 


The Purchasing and Accounts Payable divisions are responsible for entering vendor information in 
the New World system; however Accounts Payable is responsible for maintaining vendor 
information.  An excel form is used to assist in new vendor set-up. After a Purchasing staff member 
sets up a new vendor in the General Ledger system, they will forward the W-9 and the vendor form 
to Accounts Payable.  Accounts Payable will then verify the data entry and file the forms for 
retention purposes. Once a vendor is set-up, changes to a vendor file can only be performed by an 
AP staff.  


26. If vendors are created in a separate PO system from the core financial system, are vendor 
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records included in the interface so payments can be made?  


Vendor remittance information is maintained in New World by the Accounts Payable Department.  
The Purchasing Division tracks separate vendor information in an Access data base in order to 
keep track of certain fields, such as purchasing addresses, and other vendor contact information.  
There is no interface from the Access data base to New World. 


27. Identify any unmet needs in the current system. 


1. The system is not fully integrated with the General Ledger, Projects/Activities, Accounts 
Payable, Budgeting, Encumbrance, Fixed Assets, Inventory, Contract Management and 
Accounts Receivable.  This limited integration leads to duplicate data entry, lack of data 
integrity and lack of real time information from a central database. 


2. The system does not have workflow abilities to automatically route documents for approval.  
As a result, departments must call or email approvers before advancing the purchasing 
process.   


3. The system does not offer vendor self service technology. 


4. The system provides commodity tables, but there is no data in these tables as the City is 
currently associating vendors to commodity codes.  


5. The City is not using the system’s ability to pre-encumber purchase requests.  This would 
be a great management tool to ensure that purchases do not exceed available budget.  


6. The City is not using the system’s ability to electronically submit purchase orders to 
vendors.   


7. The system does not provide the ability to attach (user-defined) threaded comments to any 
purchase order.  The ability to easily attach commonly used purchasing phrases/comments 
to a PO can help eliminate the need for redundant data input. 


8. The system does not provide a means to scan documents and attach the documents to 
purchase orders, contracts or requests for quotes. 


9. The City is not utilizing the system module that allows for the maintenance and tracking of 
bid creation, tabulation, or award information. 


10. The system does not provide the ability to automatically create a purchase order from a bid 
award. 


11. For blanket purchase orders, the system does not prevent purchases that take place 
beyond the expiration date.  It should have the capability to warn/block when an invoice or 
transaction associated with a blanket purchase order extends beyond the maximum value of 
the blanket order.  


12. The system does not perform budget checking when a release against a blanket purchase 
order has taken place. 


13. The City is currently not utilizing the control features in the system to prevent posting an 
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encumbrance over the available budget. . 


14. The system does not automate the tracking of retentions. 


15. The system does not provide a report writer to allow end users to develop customized 
reports. 


28. Determine how new technology might be able to address these unmet needs. 


1. The system should be fully integrated with the General Ledger, Projects/Activities, Accounts 
Payable, Fixed Assets, Encumbrance, Contract Management, Accounts Receivable, and 
Inventory systems in order to provide real-time inquiry and reporting from within each 
module. 


2. The system should provide real-time budget controls that perform budget checking at the 
purchase request stage, the purchase order stage, and at any time a purchase request or 
purchase order is modified.  


3. The system should automatically create a fixed asset “shell” record when a purchase is 
made for an item that qualifies as a fixed asset.  The shell record should pull the description, 
account information, vendor name, date received, etc. to the Fixed Asset module from the 
Purchasing module.  (Payment details should also carry forward from the AP module to the 
Fixed Asset module) 


4. The system should maintain real-time encumbrance information based on purchasing 
activity and payment activity. 


5. The system should allow consolidated information on any contract/purchase order to be 
easily viewed on-screen from a single query.  (Including purchase order details, 
encumbrance information, receipt and payment details). 


6. The system should provide a consolidated vendor database that allows for multiple address 
types and multiple addresses for the same type in association with a single vendor. 


7. The system should provide a flexible method by which the City can setup specific auto seed 
numbering rules.  For example, the City may wish to establish a different seed for each 
organization, whereby each seed would be preceded by alpha characters that represents 
the requesting organization.  The length of the seed number should be user defined.   


8. The system should provide the ability to electronically submit purchase orders and quote 
request documents to vendors. 


9. The system should provide the ability for automated electronic approvals.  The system 
should allow the flow of work to be defined based on any data element or combination of 
data elements from initiation of a work queue item through various process, review, 
modification and approval activities. 


10. The system should allow for cutting and pasting text from Word into a purchase order. 


11. The system should provide vendor self service technology. 


12. The system should provide the ability for users to develop “canned” comments that can be 
used for any purchase order.  The system should allow for the storing of all commonly used 
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purchasing related phrases/comments so that they can easily be selected and attached to 
any purchase order. 


13. The system should automatically recognize fixed asset purchases (based on account 
number and/or value) as soon as they are entered into a purchase request.  The system 
should automatically flag the purchase as a fixed asset.  The system should also allow for 
authorized personnel to remove the item from fixed asset tracking and automatically remove 
traces. The system should be able to date stamp and track all changes. 


14. The system should enable controls for multi-year contracts to ensure that (1) annual 
budgets are not exceeded and (2) to ensure that contract limitations are not exceeded.  For 
example, if Contract A has 10K available in year 1  and 8K available in year 2 and Contract 
B has 15K available in year 1 and 5 K available in year 2 (all to account 100-2000), then the 
system should control the following: 


• Annual spending – to ensure that in Year 1, only 10K can be spent on Contract A and 
only 15K can be spent on Contract B.  Similarly, in Year 2, the system should ensure 
that spending on Contract A does not exceed 8K and spending on Contract B does not 
exceed 5K.   


• Contract Number spending – to ensure that the system does not lump together 
budgeted amounts for Contract A and Contract B, just because they have amounts 
budgeted to the same year and account number.   


15. The system should provide a robust report writer allowing users to develop customized 
reports with drill down capabilities. Report writing should be security enabled so that only 
users with the proper access can write reports.  Data tables should be defined in a logical 
manner without duplication of data elements. 


16. The system should be able to track each stage of the requisition and the purchase order 
process by date stamp and user / approver. 


17. The purchasing system should have on-line receiving that allows decentralized 
organizations to receive their own goods and provides for electronic three way matching. 
The system should electronically notify the AP subsystem that a purchase order has been 
completed and received. The system should provide the capability for on line approvals for 
changes from authorized department personnel. 


18. The system should provide the ability to produce bid and RFP documents and maintain 
related information, such as bid results within the Purchasing system rather than in a third 
party application. 


19. The system should provide the ability to track vendor retentions.  The user should be able to 
establish retention percentages to be withheld, not-to-exceed dollar amounts withheld per 
invoice payment, and not-to-exceed dollar amounts for the overall contract. 


20. The system should provide a Contract Management module whereby contract insurance 
requirements, amendments, not-to-exceed amount, expiration date, and other contract 
related specifications can be established.  Furthermore, the system should control spending 
on contracts beyond the not-to-exceed amounts and expiration dates and be able to 
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produce detailed contract activity reports with the net available amount on the contract.  


21. The system should allow commodity codes to be associated with vendors. 


22. The system should provide detailed purchase order information and summary purchase 
order information, either on screen or through reporting. 


23. The system should have an integrated imaging system in order to allow documents to be 
scanned and attached to purchase orders, bids and contracts without having to re-input 
extraneous PO information.    


24. The system should provide the option to encumber at the requisition level.  This process will 
earmark the funds temporarily to prevent overspending.  Once the requisition becomes a 
purchase order, then the system will disencumber the requisition and encumber the 
purchase order. 


25. The system should perform budget checking when a release against a blanket purchase 
order has taken place. 


26. The system should allow users to undo or delete transactions with appropriate security and 
leave an audit trail.  
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Storm water infrastructure has been constructed as a part of the City’s street and sidewalk 
projects.  Maintenance has been funded by General Fund revenues.  With growing national 
water conservation and environmental concerns, federal, state and city oversight of storm 
water has created the need to better fund and account for resources needed to monitor and 
clean storm water before it gets into the water sources used by humans and provided for 
natural habitats. 


As a result of these concerns, the City has been exploring how they can better fund Storm 
Water infrastructure construction and maintenance for everything from storm drains and 
pipe lines to ponds and greenways (as detention locations).  The funding will most likely be 
generated from new storm water user fees as recommended in the Citizen’s Stormwater 
Task Force report.  These fees would primarily be based on customer type (residential, 
commercial, industrial, etc.) and impervious surface area of the lot.  The establishment of a 
fee structure will require an affirmative public vote before implementation. 


City staff has several concerns related to storm water at this point.  Most of the concerns 
revolve around the desire to have a billing system that would be able to provide a single bill 
to the customer, while handling multiple divisional inputs from the City side.  For example, 
the system should be able to consolidate storm water charges with water and wastewater 
charges (which are handled by a different division) onto the same customer statement.  In 
addition, the system would also allow for billing management for multiple City operations, 
including airport hanger rentals, traffic citations, or other miscellaneous services within the 
same centralized billing system.   


This single municipal bill concept still needs to be further explored and evaluated as not all 
departments are currently in agreement with this approach. There are still a number of 
policy/process issues that need to be resolved internally in order to make such a decision. 
For instance, the methodology for the development of a fee structure has not been 
determined.  The basis of the fees and how they are assessed may not be directly 
attributable to the same customer base that is currently established for water and 
wastewater billing.  


Conclusion: 


Since storm water maintenance and construction costs are not currently being billed or 
tracked separately from other City infrastructure, a separate needs assessment for storm 
water will not be necessary.  In order to ensure that the City’s future storm water 
management needs are met, we will conduct functionality workshops to gather utility billing 
requirements as a whole.  This will ensure that all of the City’s specific utility billing 
requirements are captured and communicated to prospective vendors. However, it is 
important to note that no decisions have been made by the City to combine different 
functions (storm water versus water and wastewater) with potentially different billing periods 
and service areas onto a single bill as the single bill concept is only one of many options to 
consider. The selected billing solution must provide the flexibility to process either separate 
bills for each type of utility or a single bill.   
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CURRENT PROCESS 


The Information Technology Services Department (IT) of the City of Lee’s Summit consists of four 
teams: GIS, Applications Support, Infrastructure, and Support Services, with a total staff of 
approximately 19 that support the computing needs of the City’s 635+ employees and 800+ user 
accounts.  


 


Figure 1 Information Technology Organization Chart 


 


The City’s current core computer software is referred to as New World Systems LOGOS Software 
and consists of Financial, Payroll, Human Resources, Purchasing, and Water Utility Billing Systems 
that currently runs on an IBM  ISeries 520 V5R3M5 Operating System.  The New World Systems 
platform has been in service  since 1986.  


 


Strengths of the New World System 
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• It is very stable 


• The system provides good security 


• It is familiar to the City 


• Provides an extensive history of past data collected 


• Continues to provide application upgrades 


 


Weaknesses of the New World System 


• System reporting and integration are difficult due to proprietary data structure 


• It does not come with reporting tools 


• It is not user friendly and difficult to navigate.  The system is under utilized due to the 
difficulty in using it. 


• The system is not customizable.  Customization is perform through the vendor and it is 
expensive and subject to the vendor’s availability 


• The learning curve is high due to the AS400 technology and user interface  


 


In addition to the core systems identified above, the City also utilizes other systems to carry out its 
workload.  An application interface diagram of the current environment that illustrates the various 
system interfaces (either electronically or manually) among the core business systems is provided 
in a separate file. :   


The City has established well-defined data and Voice over Internet Protocol (VoIP) communication 
infrastructures.  The Information Technology Infrastructure team provides voice telephone services 
to all City offices through a dedicated AT&T System.  The data communication infrastructure 
(hereinafter referred to as the network) consists of sixty (60) networks servicing approximately 
twenty one (21) major locations throughout the City.  Most of the City’s mission critical mini-
computers and servers are located in the City Hall Building, also known as the Data Center at 220 
SE Green Street, Lee’s Summit. 


The City’s 21 major locations all have 10/100 Mbps Ethernet LANs.  The Police Data Center and 
the Fire Data Center are networked to the Data Center at City Hall via dedicated fiber connections, 
running at 2 Gbps.  Eight remote sites are connected to the Fire Data Center via Netmotion 
wireless solution, running at 54 Mbps.  The Fire Data Center and other major locations are 
connected via dedicated fiber connections, running at 1,000 Mbps.  The City’s high-level WAN 
diagram is provided in a separate file due to its size. 


The Fire Data Center and Police Data Center are the designated Disaster Recovery Sites for the 
City, which are located approximately one hundred yards and two miles respectively from the Data 
Center at City Hall.  Critical databases are replicated from the Data Center at City Hall to the Fire 
and Police Data Centers on a nightly basis.  Backup tapes are stored in all three locations. 
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The City has standardized its network hardware (i.e.: switches, concentrators, and routers) using 
Cisco products.  The current LAN networking speed is sufficient for the City’s computing needs.  
Servers, desktops, LAN/WAN, and telecommunication equipment are located at other satellite 
locations. At its heart, the City’s computing and telecommunication network is comprised of the 
following: 


• 1 IBM Iseries 520  running on operating system V5R3M5 


• Approximately 70 Intel-based virtual servers running Microsoft Windows Servers 2003 R2 


• 750+ Intel-based workstations running Microsoft Windows XP Operating System 


• Cisco Routers 


• VMWare 


• 2 EMC SANs connect to fiber HBA’s 


• Aventail VPN solution for external connections, and Cisco VPN solution for internal 
connections 


• 15 VLANs 


• 21 remote sites 


• TCP/IP Protocol 


• SSL data encryption 


 


The City has adopted many variable, mainstream product lines from vendors in order to position 
itself in a non-proprietary, widely supported and manageable information technology environment.  
These standards provide a framework within which the majority of computing needs can be met 
with the best possible mix of equipment, software, and support given existing resources. 


The most important City standards are the database platforms, operating system platforms, server, 
desktop, notebook computer, and core network infrastructure hardware.  Together, these elements 
form the foundation of the City’s computing infrastructure upon which the majority of the City’s 
business systems are constructed and deployed.  The strategy to maintain this foundation 
represents a balanced approach that allows for flexibility and variation in Information Services 
solutions while allowing the City to maintain a manageable set of core technologies and the skills 
required to support them.  It is highly desired by the City that any future systems under 
consideration should be compatible with the following standards: 


 


City of Lee’s Summit IT Standards 


Server Operation Systems Microsoft Windows 2003 R2 
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Desktop, Workstation, Notebook 
Operation Systems 


Microsoft Windows XP 


Server-Class Computer HP Blade Servers 


Desktop, Workstation, Notebook 
Hardware 


Dell 


Hand Held Computing Device Blackberry 


Network Infrastructure Hardware Cisco 


Network Printer  HP 


Server Backup software & 
hardware 


Tivoli Storage Manager  


Office Applications Microsoft Office 2007 


Email Server Microsoft Exchange Server 2003 


Email Client Software Microsoft Outlook 2007 


Web Browser Microsoft Internet Explorer 7.0 


PDF Reader Adobe Reader 8.X 


IT Development Tools       Microsoft .NET Visual Studio 


IT Reporting Tools  
Microsoft Access, Crystal Reports, 
Pentaho Business Intelligence 


ET&L Pentaho Business Intelligence 


End User Reporting Tools Microsoft Access, Crystal Reports 


Database Microsoft SQL Server 


Network Protocols TCP/IP 


Security/Spam Barracuda 


Workstation Virus Scanning 
Software 


Sophos Corporate Edition 


Web Server Internet Information Server 


Document Management SIRE 
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GIS ESRI ARCView, ESRI ARCInfo 


 


Other Technology Considerations 


The following preferences and requirements have been expressed by the City’s IT Department 


1. :It is required that the new ERP solution be installed at the City’s Data Center at City Hall. 


2. The City prefers a Microsoft SQL Server DBMS platform in order to fully utilize the existing 
skill sets of current IT staff 


3. The City prefers an integrated web-based ERP System running under IIS, Microsoft’s Web 
Server – Internet Information Server, with open standards. 


4. The system should support Fiber Channel SAN Technology in order to fully utilize existing 
technology investments made by the City.  


5. The system should provide enterprise reporting tools with Ad-hoc reporting capability to 
access data within the ERP solution 


6. The system should be Windows Active Directory compliant and support a single user sign 
on. 


7. The City’s IT should be able to control/support the future ERP System.   


8. At minimum, the ERP vendor should provide hardware sizing estimates for testing and 
production environments based on the installation.  The estimated number of concurrent 
users is approximately 30 - 100.  


9. The system should provide self-service capabilities 


10. The database of the new system must be ODBC compliant 


11. The ERP vendor must work with City’s infrastructure team for internet access through the 
City’s firewall. 


12. The system must provide access from outside of the firewall by non-domain external users in 
accordance with generally accepted security standards. 


13. The City prefers configurable solution or integration through a use of a 3rd party solution  
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1. Does Client have a single system that records all utility billing activities for the entire 
organization?  Please explain. 


The City uses New World software to record all Water and Sewer billing activities with support from 
other applications such as CityWorks (service request and work order management), Itron (meter 
reading), SII (cashiering) and Teleworks (web and IVR payments).  They are considering the option 
to also utilize New World to handle billing for Stormwater and Trash collection services.  Currently, 
Stormwater billing structures have not yet been adopted and Trash collection is being performed by 
means of private collection services (private haulers).. New World Utility Billing module does not 
support miscellaneous billing, which have to be generated through other systems.  Other systems 
are integrated with the New World Utility Billing module such as Permit Plus which tracks permits 
for new water and sewer connections that are then setup as new accounts within New World.  In 
addition, the Utility tracks irrigation permits and backflow requirements through separate systems 
that also require manual entry and verification. 


2. Describe the overall purpose/functionality of the Utility Billing system. 


 The billing system manages the following functions: 


• Billing management – There are 4 billing cycles (on the 7th, 14th, 21st, and last day of 
each month).  The customer is allowed 21 days to remit payment with a 3 day grace 
period to allow for payments to the lock box or City Hall receipting.  A penalty of 5% is 
assessed on all unpaid outstanding balances.  Billings related to work orders are 
manually entered into New World based on information from Cityworks.  Meter readings 
are interfaced from ITRON to New World.   New World calculates bills; downloads 
details to a 3rd party application for bill creation (8,250 bills a week), generates customer 
notices; updates customer account status by posting bills; etc. 


• Account/Premise management – Service addresses are assigned a unique identification 
number in New World and are called accounts.  Meters and Customers are attached to 
the Account.  New account creation averaged about 1,200 accounts per year, although it 
is expected to slow down in the future. Customers and Meters are associated to the 
Account.  


• Payment processing – Payments are received by: 


o  City Hall cash receipts (10.1% of total receipts) 


o Lock box receipts (54.9 % of total receipts) 


o Bank draft receipts (9.5% of total receipts) 


o Online bank receipts (16% of total receipts) 


o Web interface receipts (9.5% of total receipts) 


For regular utility payments, a bar code can be read into the cashiering system and then 
passed to New World Utilities through an automated interface.  In addition, New World 
only allows one name to be assigned to each account and there is a need to have 
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multiple names on each account.  Users also need to be able to view a history of name 
changes on an account and to track who performed changes on an account (for all 
fields).  The Utility and City are responding to the recent identity theft prevention 
requirements of the Federal Trade Commission.  Receipts are processed by batch from 
each payment type individually. 


• Rates and fees management – Rates and fees are determined based on customer class 
and meter size.  There is a residential 3 tier increasing structure with seasonal elements, 
a commercial uniform rate, and a sewer uniform rate.  Sewer billing allows for winter 
averaging for residential customers.  Since sewer billing is based on water usage, winter 
averaging considers outdoor water usage for pools and lawn irrigation that is not 
conveyed for sewer treatment. Because of New World’s limitations, January through 
March billings are used since New World requires consecutive months to calculate the 
winter sewer average, whereas ordinance specifies the “coldest months.”   


Sales tax rates are applied to rate codes.  Due to the complexity of sale tax exemptions, 
the Utility has been required to adapt Account Management options for tax 
classifications to adhere to these statutes.  Proration of bills are determined within the 
rate code structure; however, New World does not correlate the service period and 
meter read date precisely to correctly bill partial months.  Rate code structures also 
provide the Utility with minimum and maximum bills which are necessary to meet current 
contractual arrangements.  New World provides for a substantial number of rate codes 
and flexibility in their structures. 


• Customer management – There are 4 customer classes: Business, residential, 
wholesale, and hydrant.  The City recognizes the need to expand customer 
classifications into subclasses, such as: industrial, irrigation, etc.  The types of service 
include: water (water service only), sewer (sewer service only), and water & sewer (both 
water and sewer service).  The customer class and service type are maintained within 
the account.  When customers are established, a social security number is requested; 
however, in lieu of a social security number, a deposit is held.  The process of recording 
deposits requires manual input because the cashiering system is separate from New 
World.   


• Service request and work order management – Cityworks is used to log and track the 
activity of work crews. (Cityworks is primarily an Asset Management tool, but the Utility 
division has utilized it to assist with tracking costs associated with service request and 
work order management) The results, work costs and times are stored in the CityWorks 
database, but there is no interface from Cityworks to New World.  Service Requests and 
Work Orders numbers, results, and other information have to be manually entered into 
New World’s billing system.  Cityworks uses limited customer account data from New 
World to create service requests, but this is a static, day old view of a query from the 
actual New World database tables. 


• Contact management – The City uses both New World and Cityworks to track customer 
contacts.  The Utility Billing module in New World provides the ability to attach 
comments to the customer’s account, but this information is not formatted to facilitate 
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searches or to flag accounts for follow-up action.  The Cityworks system was utilized to 
overcome some of these follow-up limitations and also because it offers the ability to 
create a service request (work orders can not be created from customer contact 
information) from the customer contact information. 


• Meter management – Each meter is read every month.  The Utility reads over 34,200 
meters each month.  Meter readings are interfaced from ITRON to New World.  ITRON 
is also used to develop some exception reporting.  Meter reading routes are divided into 
4 reading cycles.  Each cycle has about 8,000+ meters divided into 50+ routes.  Meter 
Readers type readings into FC200 Itron MVRS handheld computers, using version 7.10 
Itron software.  The Utility has approximately 2,000 meters that are equipped with 
electronic radio devices.  The radio reads are collected with an Itron Field Collector unit 
or by using an FC200 handheld with radio capabilities.  About 40 meters in the system 
are equipped with a touch pad device or remote registers that are read by either 
scanning the touch pad with a Sensus Touch Reader or digital read.  Both the touch 
read meters and the remote reads are manually entered into the FC200 hand held units.  
Daily routes are uploaded to the Itron PC.  After the cycle is complete and all 50+ meters 
are read, the readings are transferred to New World.  Read Audit reports and Trouble 
Code reports are run on Itron to identify possible faulty meters. 


3. Describe the overall Utility Billing process.  


Utility Billing processing entails the following steps:  


1. Account Setup – The City has added approximately 1,200 new accounts per year 
historically, though growth is slowing.  Account information includes: 


• Service Areas – This includes the geographical area of service and the availability of the 
service provided.  With changes in annexed areas, the City provides sewer service to 
some customers in geographical area that are now part of the City of Lee’s Summit but 
the original water district still maintains water to customers in those areas.  These 
include Jackson County Public Water Supply District #13 and Cass County Public Water 
Supply District #3.  The City also has a contractual relationship with Jackson County 
Public Water Supply District #14 where the City provides the water and provides 
customer service and billing functions.  The City currently has one wholesale customer, 
Jackson County Public Water Supply District #6.  The Utility identifies these Service 
Areas for consumption reporting, sales tax and reporting requirements. 


• Customer Class - Four customer classes are being used: Business, Residential, 
Wholesale, Hydrant rental (more classes or possibly subclasses are needed to identify 
customers, such as industrial, irrigation, etc.). 


• Service Type – Water (water service only), sewer (sewer service only), and water & 
sewer (both water and sewer service).   


• Rate – rates are based on meter size and customer class.  Residential rates are tiered 
and the City offers winter averaging for sewer charges. 
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2. Downloads – Data is downloaded from New World to ITRON handheld units.  These units 
are used to remote read approximately 2,000 and enter the reads of the other 32,000 
meters each month.  They can hold historical information that can be used to detect usage 
spikes that can be checked on the spot.  This information is limited to the previous month’s 
consumption.   


3. Meter Reading - ITRON units are utilized to read water meters each month. 


4. Uploads – Data from the ITRON units are uploaded to New World for calculation of monthly 
charges.  New World can only process 1 billing cycle at a time.  


5. Usage Analysis - Exception reports are provided by New World and are printed for manual 
review to isolate and correct potential billing errors.  These go through several edit 
processes due to the limited ability to modify the report. 


6. Billing - New World is used to to calculate bills.  This information is then sent to a 3rd party 
for printing.  Approximately 8,250 bills are processed each week.  The Utility division bills 4 
cycles, allowing 21 days for payment. Prior to the calculation of new bills, penalties of 5% 
are assessed on past due accounts after a 3 day grace period expires.  Additional exception 
reporting is conducted to review anomalies such as meter rollovers and misreads.  The 
exception report is a static format that requires additional efforts to perform the manual 
review. 


7. Update Customer Account – When bills have been verified and are ready to mail, the 
customer’s account status is updated.  A customized print file is created for transfer to a 3rd 
party vendor for printing and mailing. 


8. Post Journals – New World creates a journal file that is posted to the General Ledger 
module.  For audit purposes this task is performed by a separate staff member of the Utility. 


9. Upload payment information – Most payments are not received at the Utilities window (see 
payment sources above).  Other sources of payment need to be uploaded to the New World 
utility customer accounts. 


10. Refunds – When customers, who choose to place a deposit rather than provide their SSN, 
close their accounts, any deposit they placed on their account when it was created needs to 
be returned.  This information is not maintained in the Utilities module and needs to be 
researched and a check request created. 


11. Shut-off Notices - Shut off notices are sent out after the 2nd billing with an over $50 past due 
amount.  Shut off of delinquent accounts is performed weekly on Wednesdays to facilitate 
posting of all batch receipts collected at City Hall.  The 3rd party cashiering system does not 
automatically post payments into the Utility and must be reconciled and updated within the 
New World system to perform an accurate shut off of delinquent accounts. 


12. Bad Debt – Accounts that have been terminated either due to delinquency or customer 
request are provided the final bill followed by two notices.  After these attempts to collect the 
outstanding balances the accounts are written off to bad debt.  The New World system 
provides a separate register of bad debt accounts, however there is no relationship 
established to prevent a bad debt customer from establishing a new account on an 
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automated basis.   


13. Service Requests & Work Orders - Cityworks is used to track and manage service requests 
and work orders because the New World module does not meet the City’s work order 
requirements.  The Cityworks asset tracking module is used to track employees and 
vehicles.  Dupicate data entry is required for tasks such as new service requests, 
termination requests, rereads, leak checks and shutoff requests where the task originates 
from the New World Utilities module, but the work is actually tracked in Cityworks. When the 
work is complete, the same information is again entered in both systems.  Service Requests 
and Work orders provide tracking for: 


• New service requests 


• Termination requests 


• Leak checks (both customer and internally initiated) 


• Meter tests 


• Pressure tests 


• Meter Problem 


• No Water 


• On-from-open fixture requests 


• On-from-shutoff requests 


• Meter replacements 


• Meter well adjustments (adjusting the height of the meter box) 


• Route reading statistics 


• Tasks billable to other agencies or divisions 


14. Backflow monitoring – Customers may have water systems that could pose a hazard to the 
City’s water system.  Backflow assemblies are used on these connections to provide 
assurance that the City’s water system is not contaminated.  


4. Does the current Utility Billing system integrate with the General Ledger? If not, how is data 
interfaced? How often? 


New World’s Utility Billing system is integrated with the General Ledger.  The Utility Department will 
create a posting file that updates the customer’s account to reflect billings or payments.  This 
process also creates a file that is posted by the Utility Department to the New World General 
Ledger module.  Deposits are not fully integrated with the General Ledger and require separate 
entries to post and/or refund deposits collected through cashiering. 


5. Identify any unmet needs in the current system. 
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1. When the Utility Billing system is merged with finalized data, there is a temporary freeze on 
modifications to data. For example, Customer Service cannot make changes to an account 
that is being billed.  They are limited to only performing inquiries until the merge process is 
complete. 


2. Rates should be linked to service and customer types to prevent an invalid rate from being 
applied to an account.  Winter Sewer averaging should be linked to specific customer types 
to prevent invalid charges from being calculated to an account. 


3. The current Utility Billing system does not provide a report writer. Customized reports must 
be developed using Crystal Reports by the Utility Department or the Water Department. City 
personnel have expressed the desire to run reports based variety of different criteria. The 
Utility also needs information such as how many accounts are currently active and how 
many single unit family accounts the City has, etc.  The New World system provides some 
preset reports such as the exception report, but many of these reports do not provide the 
user with sufficient information and/or the capability to filter/sort records to perform tasks 
more efficiently with greater accuracy.  The Utility uses Crystal Reports to extract data from 
the system to perform analysis within Excel.  This process can be time consuming due to 
the data structure of the New World system. 


4. The meter reading information (such as home is vacant, new sod, etc) collected with the 
Itron handhelds in the field is not transferred to the Utility Billing system to assist with 
providing billing with answers to exception reporting detail or providing customer service 
representatives with potential answers to customer concerns.  Information within the Utility 
Billing system is also not transferred back to the Itron units that may assist with questions in 
the field.  Questions such as those related to high usage may be able to be communicated 
to the customer, if the customer service representative had information that new sod was 
laid during the billing period for example. 


5. The system does not allow the operator to go directly to a screen to make changes.  They 
have to back out of the screen they are in, then go to the screen they would like to make 
changes on.  Routine tasks such as updating a new customer’s default winter sewer 
average require access to multiple tables that may only be changed within their specific 
screen. 


6. The system does not allow sufficient fields and field lengths for related name/address 
information on an account, including forwarding and contact information.  There are no 
archives on changes to accounts.  The New World system only allows one customer or 
tenant name on the account; however many account holders would prefer the account to be 
placed into two names for instance in the husband and wife’s names.   


7.  Water Utilities utilizes two systems (New World Systems and Cityworks) for tracking 
customer contacts.  Customers contact the Water Utilities Department for information and/or 
services such as establishing new service; discontinue a service; bill related questions 
(changes in consumption, rates, penalties, payment options, etc); water quality issues; 
service outages and many other reasons. The Utility Billing system provides the Department 
the ability to attach various comments to the customers account.  These records are in an 
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open format that allows customer service representatives to list details as to the nature of 
the contact and/or complaint.  This open format does not provide the department with the 
ability to easily search records based upon the comment and perform additional follow-up 
automatically.  As such, not all contacts are recorded for instance general questions about 
the customer’s bill (i.e., amount due, bill due date, etc) are not documented to reduce the 
accumulation of these general concerns from the customers account history and make the 
review of that history more efficient.  The Utility Billing system has a work order function that 
is not operational for tracking of activities related to servicing the customers account.  
Cityworks has been incorporated to assist the department with the fulfillment of customer 
requests and/or reply to customer complaints due to the limitations of the Utility Billing 
system.  Customer calls are received and processed according to the type of service 
necessary to assist the customer.  Service Requests are generated through Cityworks to 
perform specific tasks.  In many cases these requests must be entered into Cityworks and 
subsequently in the Utility Billing system for billing processes.  The redundant efforts to re-
enter the information is necessary due to the limited interface between these systems.   


8. The system provides a consumption report, which the Utility requires for cost of service 
analysis that has been determined to be inaccurate.  An extensive process must be 
completed through the use of Crystal Reports and Excel to accurately determine customer 
consumption necessary to establish rates. 


9. The Utility Billing system requires numerous steps to complete a billing cycle with very rigid 
requirements for each step to be completed sequentially.  The system does not provide any 
method to chronicle when a step is completed and which step is required next.  A separate 
manual checklist for each process and step is maintained; however, due to the number of 
steps, and its manual nature, errors can occur. 


10. The system does not allow for the recalculation of a single bill.  If an error is found through a 
review of the bills after completion of the exception reporting and calculation of the bills, the 
entire cycle must be recalculated.  If an adjustment was pending (see #1) while the bills 
were being calculated, the bill must be manually recalculated and mailed to the customer. 


11. The Utility would like to provide customers with an opportunity to receive e-bills to reduce 
printing costs and support the City’s overall “Green” initiatives. 


12. The Utility Billing system does not support functions to assist with several landlord/tenant 
issues such as revert to owner/landlord options and tenant delinquency notifications. 


13. As customers move from their existing account to a new account within the service territory, 
the Utility provides the customer with a final bill for their existing account followed by two 
notices.  In many cases, the customer does not pay the outstanding balance on the old 
account and the balance is manually transferred to the new account.  This process is 
manual and requires documentation of both accounts to provide an audit trail.   


6. Determine how new technology might be able to address these unmet needs. 


The City may want to consider a Customer Information system that will, at a minimum, enables the 
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City to deploy the following functionalities: 


1. The system should allow multiple processes to be performed at the same time and allow 
users to be on the system simultaneously without interruption to processing or performance. 


2. The system should be customer centric (i.e.: maintain a history of customers’ service use, 
connections and meters.) 


3. The Customer Information system should support customer relationship management with a 
full contact history 


4. The system should offer process workflow tools 


5. The system should facilitate demand management (or conservation) incentive programs 
through pricing and payment plans 


6. The system should provide credit control and collections management 


7. The Customer Information system should enable service requests and field service 
information 


8. The system should allow for the identification of meters by meter codes, serial numbers, 
group categories/codes; and for the management of meter issues (installations) and 
replacements.  


9. The system should allow for flexible pricing and contracts management 


10. The system should track and analyze consumption and demand patterns 


11. The system should allow billing to be cycle, date or event driven 


12. The Customer Information system should offer adaptable bill and statement presentation 


13. The system should facilitate meter reading and data management 


14. The system should handle payment processing via cash, credit card, electronic banking and 
online payment 


15. The system should provide a user friendly report writer 


16. The system should offer interface capabilities to other subsystems  


17. The system should have the capability to report on individual consumption history 
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1. Does Client have a single system that records all the budget activities for the entire organization 
or are some of the transactions tracked elsewhere?  


The majority of the City’s budget preparation activities are performed in the core financial system, 
New World.  Most of the budget analysis, as well as the final budget publication, occur outside of 
the New World system through the use of Word, Excel and Adobe Acrobat.  For more information 
on the budget preparation and approval process, please refer to our response to Question #8.   


The City prepares a budget for the following fund types: 


• General Operating 


• Special Revenue 


• Debt Service 


• Capital Projects 


• Enterprise 


• Internal Service 


Expenditures are budgeted in one of the following categories: 


• Personal Services 


• Supplies 


• Other Services and Charges 


• Maintenance & Repairs 


• Utilities 


• Fuel & Lubricants 


• Depreciation 


• Interest on Bonds and Leases 


• Interfund Transfers 


• Capital Outlay 


Revenues are budgeted for all fund types as well. 


 


2. Describe the overall purpose/functionality of the Budget system 


The City’s Budget Preparation Manual provides guidelines for each year’s budget process.  The 
process starts when the City Manager, Department Directors and the City Council meet to discuss 
the priorities for the coming fiscal year.  The Finance Department will then provide forms and 
timetables for the budget process.  These forms and timetables will be provided to departments by 
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the sixth month of the fiscal year.  Departments will start preparing their budgets and entering 
detailed information into New World’s Budget system shortly after the annual Budget Preparation 
Manual is distributed.  (Please see our response to Question #8 for a description of the annual 
budget process) 


Once budgets are entered, New World can produce reports from the Budget and General Ledger 
modules. One of these reports is the Budget Listing Report, which compares the prior year budget 
to the current year budget in order to help identify changes in the budget. This report allows users 
to add different columns together for customized comparisons.  Most of these reports are only 
adequate from a macro perspective. 


Departments have the capability to download their budget reports from New World into Excel and 
continue to make changes This process involves multiple steps and not just as simple as a push of 
a button.  A downloader program is used to extract reports from New World to a text format that 
would then have to be further manipulated before the data can be used in a workable spreadsheet.  
The departments do not always update the budget in New World. This discrepancy between the 
Excel spreadsheet and New World, if not corrected, will result in an adopted budget that does not 
reflect the anticipated needs of the department.  


New World provides the ability to enter and review budget information at the lowest level of the 
account code structure. For each detail account, there are also budget line item details and 
assumptions (i.e. travel expenses may have details to include the number of anticipated trips, etc.), 
that may include unit and price per unit figures.  Users have the ability to drill down to these budget 
details to see what makes up the budget request. These details are generally copied from year to 
year and changes are made as necessary at the detail level.  If the City is aware of a future budget 
event, it can be entered into the system by posting the event to a future date.  However, modeling 
and “what-if” scenarios are not available. 


The budgeted fleet rate to be charged to departments takes inflationary factors and the cost of 
replacing the vehicles into consideration. These assumptions are built into an Excel spreadsheet to 
come up with the annual rate. Once the rate is determined, it is distributed to the departments so 
they can incorporate their respective share of the fleet charges into their budget.  


The Finance Department receives Capital Improvement Project (CIP) budgets from the 
departments and enters these assumptions into the system. Finance then has to come up with the 
appropriate revenue source that funds the projects and allocate project costs to the correct 
expenditure categories. 


The current system does not provide the ability to: 


• Attach budget adjustments to each budget line item 


• Request and obtain budget approvals through electronic workflow 


• Automatically create a budget adjustment after rolling over prior year open encumbrances 


• Perform mass “what if” scenarios for Personal Services 


• Maintain multiple budget versions (New World uses Levels, which provides for step process 
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flow, but not version comparison capabilities) 


• Leave an audit trail of changes made to the budget during the year 


• Automatically allocate Internal Service Fund charges based on user-defined criteria. These 
allocations are performed in Excel and then manually entered into the system 


• Meet users’ reporting needs.  This is the biggest challenge in the current system. 


• Provide a connection between actual revenues/expenses to budget line items.  


• Maintain budget schedules due to complexity of approval process, manual entry time 
requirements and lack of detailed reporting. 


3. If the current Budget system is not fully integrated to the core financial system, describe how 
the two systems are interfaced?  How often? 


The Budget module within New World is integrated to the General Ledger and other financial 
modules. 


4. Does the Client utilize other applications to prepare and perform budget modeling activities? 


The City uses Excel to perform budget modeling and “what-if” scenarios. 


5. Are there any standalone systems (including other applications and spreadsheets) that are 
needed to help employees perform budget tasks? 


The City uses Excel spreadsheets to calculate position budgets, Fleet budgets, revenue projections 
and other tasks that require additional analysis.  Most departments also use Excel worksheets to 
prepare for budget entries into New World and to track budget status throughout the fiscal year.  
Larger departments often require multiple staff, supervisors, and managers to collaborate on 
budget requests before seeking approval from the Department Director.  Excel worksheets are 
used to consolidate the needs of the individual units/divisions and to guide in the departmental 
prioritization and decision making process.  Departments often maintain secondary budget tracking 
systems as well to monitor budget to actual performance.  These worksheets are then used to 
verify the accuracy and timeliness of the information recorded in the New World system.  
 
Currently, there are no standards in place for the worksheets being used for budgetary purposes; 
so the level of detail, reference to supporting and historical information and actual location of the 
worksheets is department specific.  There is a risk of submitting inaccurate budget information due 
to the lack of standards across all city departments.  


6. If so, what functionalities are provided by this system(s)? Why are they outside of the main 
system? How is data from these standalone system(s) interfaced to the main Budget system? 


Excel is used to augment the functionalities of the New World system.  No information is interfaced 
to New World from Excel.  Please see our response to the above question for information on the 
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types of functionalities that Excel is used to perform. 


7. Identify manual budget processes. This includes a general description of the process, reason 
that it is performed and why it is performed manually. 


In addition the manual processes that are performed through Excel (as mentioned previously), the 
following budget activities are manual: 


• Budgeting for Personal Services, including benefits, is very time consuming as the City does 
not have a Position Control module. Currently, it is being prepared on spreadsheets by each 
department. In addition, vacation, sick time payouts as well as compensatory time paid out 
upon the departure of an employee are not budgeted. 


• The City has to pay out accrued vacation and sick time when employees retire.  This payout 
could be as high as $20,000 per employee and is not budgeted, as it is difficult to estimate 
when people retire. 


• Career ladder promotions in the Fire and Police Departments have been overlooked during 
the budget process in the past, and therefore, were often not budgeted.  This is being 
addressed by the department and they will start preparing a spreadsheet to reflect the 
planned promotions. 
 


Large and multi year capital projects (such as the CIP or technology) are managed via external 
worksheets and databases.  Project managers require detailed account forecasting, real time 
expenditure tracking (including personnel expenses) and transaction details which are not available 
within the New World system.   


 


8. Describe the annual budget process. 


At the start of each budget cycle, the Budget Officer of the Finance Department prepares a Budget 
Preparation Manual, a set of instructions, forms and key dates for the upcoming budget cycle, and 
distributes the Manual to all the departments. 


The City goes through several budget levels during the budget process. Each level is explained 
below: 


• First Level - Each department will develop their Projected Expenditures for all expense 
accounts for the current year. They will enter the detailed budget directly into the AS400 
(New World). The system will provide the option to allocate the annual budget by month, 
either evenly throughout the year, or manually. By the end of January, the Projected 
Expenditures must be entered into New World. 


• Second Level – Once the Projected Expenditures have been rolled to the next level, the 
departments will need to adjust the transactions to reflect the Proposed Budget Request, 
with the exception of the expansion items (new personnel, capital, furniture, fleet, laptops, IT 
projects, etc.).  This proposed budget request will be presented to the City Manager for 
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further meeting and reviews.  Expansion items will be added to the budget by the Budget 
Officer after they are approved, the amount of expansion items to be included in the budget 
is driven by the revenue projection.  The second level cannot be performed until the first 
level has been complete as the system will not allow it. For internal service divisions, level 
one and two are happening at the same time.   


• Third Level – The next level is the Department Budget Request, at which time, the 
departments can make any changes to the Proposed Budget Request as requested by the 
City Manager.  Once the Department Budget Request is completed, then it is presented to 
the City Manager. 


• Fourth Level – At this level, more changes can be made to create the Budget Officer 
Request.  Any changes requested by the Finance and Personnel Committee are made at 
this level. 


• Fifth Level – The final budget level is the City Manager Request, which is recommended to 
City Council for approval.     


The budget is updated at midyear. If a major payment to a contractor is going to be delayed, the 
Finance Department will reduce the department’s remaining budget for the current year and 
increase their upcoming budget.  


9. Does the Client prepare the budget by the lowest account level? Is the budget controlled at this 
level? 


The budget is created at the lowest level; however, it is controlled at the department level.  If a 
department has savings in any line item or program they may overspend any other line item or 
program as long as the overall departmental budget is not exceeded. 


10. Describe how the Client monitors its expenditures to ensure that they do not exceed the budget 


The Director of each department is held responsible and accountable for the expenditures of 
his/her department.  


The Finance Department analyzes the expenditures of each department on a monthly basis and 
informs each Department Director whose expenditures appear to be exceeding the adopted 
budget. By the end of the 7th month of each budget, the Finance Department will notify all 
Department Directors whose budgets are likely to be exceeded. The Manager, City Manager, 
Mayor, and City Council will also be notified. Each Department Director so notified will inform the 
Finance Director and the City Manager of the actions he/she will take to avoid exceeding the 
departmental budget.  


If the department’s expenditures are expected to exceed the approved budget, a Budget 
Amendment will be prepared for submission to the Mayor and the City Council. In the event of an 
emergency, the City Manager may authorize a department expenditure that is in an “overrun” 
situation.  
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11. Describe budget transfer process. 


The City Manager is the approving authority for all transfers of funds between line items within each 
department’s budget which exceed $10,000. The City Manager may transfer part or all of any 
unencumbered appropriation balance among programs within a department and, upon written 
request by the Manager, the City Manager and the Council may transfer part or all of any 
unencumbered appropriation balance from one department to another.  


12. Does the Client prepare separate Capital Budgets? Project budgets? Grant budgets? 


The City creates a 5 year Capital Projects Plan; however, only the current portion of a project is 
included in the annual Adopted Budget.  


The Finance Department budgets grant revenues and expenses.  However, they do not always 
capture all the grant revenues in the budget. Sometimes this information is not known until the 
grant revenue is received.    


13. How does Client treat year end open encumbrances? 


Open encumbrances are subtracted from the current year budget and added to the budget for the 
upcoming year.   The system does not automatically create a budget adjustment to roll the 
encumbrances, as this is a manual process.   


14. How often does the Client amend its Adopted Budget during the year?   


Since the City is enforcing budgeted expenditures at the department level, they only have three to 
five adjustments in an average year. 


15. Are Department Managers accountable for budget variances? What tools are given to the 
departments to compare actual to budget information? (Monthly budget reports?)  


Please refer to our response to Question #10. 


The Budget Performance Report shows budget to actual comparisons with percentages used.  This 
report may be run by departments to view the variances by department and/or the programs within 
the department. 


16. Identify the unmet needs for each functional area/department. 


1. The system does not provide the ability to perform budget modeling or “what-if” scenarios 
whereby budgets can be created based on existing transactions, units, account balances, 
and/or budgets from any budget version within any fiscal year or across different fiscal 
years.  


2. The system does not provide the ability to attach multiple supporting documents to justify a 
budget request. This can result in additional time spent to research reasons for budget 
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increases.  


3. The system does not easily provide the ability to track multi-year budgets for projects and 
grants.  


4. The system maintains multiple budget versions, but does not provide an audit trail of the 
changes or differences.  


5. The system does not provide flexible reporting and on-line inquiry capabilities. Departments 
often download budget information to Excel and manipulate it in order to meet reporting 
needs. 


6. The system does not offer tools for users to perform revenue projections to analyze, for 
instance, the elasticity of a particular rate increase.  


7. The City chooses not to use the Position Control module; therefore, the process of 
budgeting for personal services is very manual and time consuming.  


8. The City is not able to monitor filled positions against budgeted positions and cannot run 
any Vacancy Reports.   


9. The system does not have an automated approval system to facilitate and expedite the 
approval of department budgets, budget transfers, etc. 


10. The system does not have a utility to interface budgets from an Excel spreadsheet or other 
flat files (i.e. csv files.) to New World. 


11. The system does not provide the ability to maintain electronic budget forms and link them to 
the Budget system. 


12. The system does not allow for salary forecasting. 


13. The system does not allow for the preparation of grant and project budgets. Only the current 
year portion of the project budget is included in the system.  


14. There is not a dashboard available to allow managers to monitor budgets. 


17. Determine how new technology might be able to address these unmet needs. 


1. The system should be integrated with the General Ledger, Projects, Grants, Accounts 
Payable, and Purchasing. 


2. The system should provide better position control functionalities. At a minimum, the City 
should be able to: 


• Maintain historical data for each position 


• Track salary commitments and payroll expenditure by position 


• Assign multiple cost centers (grant/project) to each position 


• Run monthly vacancy and other customized position reports 
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• Automatically roll changes made to salary and benefit tables through the system 


• Forecast employee salaries and benefits in detail to the budget, reflecting all scheduled 
step raises, contract changes and benefit changes. 


• Calculate budgeted FTEs 


3. The system should integrate Position Control, Payroll and any other system which will need 
to feed information into the Budget module. This will reduce duplicate keying efforts and 
ensure the integrity and accuracy of data.   


4. The system should provide the capability to prepare inception to date budgets for those 
grants and projects that have multiple years or that cross over fiscal years.  


5. The system should have a centralized database that allows departments to set up and enter 
their own budgets. This budget preparation application should be web-based with user 
friendly screens, menus, and drop down help features. Departments should be able to enter 
their own budget item detail information, with the following functionality: 


• Definition of line item and sub-line item budget justifications and explanations. 


• Definition of narrative information which can be incorporated into the budget 
documentation and printed via reports. 


• Direct interaction with the General Ledger. 


6. The system should provide the ability to perform complex forecasting and budget modeling. 


7. The system should provide the ability to attach scanned images or hyperlinks to budget 
records.  


8. The system should allow for the presentation of graphical information based on budget 
and/or actual data. 


9. The system should automatically assign unique identifiers for budget transfers 


10. The system should provide a set of standard budget reports, as well as a powerful report 
writer with complete flexibility and adaptability to the users’ requirements.  The report writer 
should enable users to create and run customized reports quickly and easily.  


11. The system should provide budget preparation tools.  To the extent possible, budget 
analysis, budget line items, allocations, transfers, justification, etc. should be done in the 
system rather than in an Excel spreadsheet in order to leave better audit trails.  


12. The system should have the capability to maintain multiple budget versions as a 
management tool to track changes to the budget and budget variances against different 
assumptions.   


13. The City should develop a new chart of accounts that accurately reflects its accounting 
activities, organizational units, programs, projects, grants, etc. The new structure should 
allow the City to create multiple summary levels for budget reporting purposes. 


14. The system should allow responsible parties to set flags or triggers for budget and account 
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events based upon user defined rules and allow for proactive notification (email, report) of 
account and activity status based on these rules (i.e. –transactions over certain amount, 
balance at certain level, balance exceeding budget, etc) 
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1. Does Client have a single system that records all capital assets for the entire organization?  


The City tracks assets in several systems in order to accommodate the needs of different 
departments.  These systems include: 


• The Finance Department maintains the primary capital asset listing in Excel, where they 
track location, costs, depreciation, etc. 


• The Human Resources Department uses multiple spreadsheets for risk management 
purposes, where they track assets against insurance policies.   


• Purchasing keeps a listing of assets in the process of disposal.   


• Information Technology Services (ITS) maintains asset information in a third party system 
(Service Desk). 


• Fleet tracks autos and large equipment in RTA Fleet Management software for work order 
tracking. This system also maintains a fixed asset tracking form. 


2. Are there any standalone systems (including other applications and spreadsheets) that are 
needed to help employees perform asset management tasks? 


As mentioned previously, departments maintain several stand alone systems to help track and 
manage assets.  ITS uses Service Desk, Fleet uses RTA Fleet Management Software and Public 
Works is in the process of installing Cityworks.  In addition, other City departments use Excel 
spreadsheets to track asset information.   


These stand alone systems are used by departments outside of Finance in order to track other 
information and equipment that is not required for financial statement purposes. 


If so, what functionalities are provided by these system(s)? Why are they outside of the main 
system? How is data from the standalone system(s) interfaced to the main Capital Assets system? 


Due to the fact that there is no centralized Capital Assets system, departments track asset 
information in standalone systems based on their specific needs.  The systems and their purposes 
are summarized below:   


• ServiceDesk Plus – Tracks software & hardware, work stations, location, who it belongs to, 
model number, purchase price, purchase date, operating system, processor, associated 
requests, etc. 


• Cityworks – Tracks non-vehicular equipment and infrastructure assets.  These are tied to 
the GIS system. 


• RTA Fleet Management – Tracks vehicular equipment history and spare parts inventory in a 
work order based system  


• Finance spreadsheet – Tracks asset ID, date of purchase, acquisition cost, department, 
depreciation amount, accumulated depreciation.  Capital projects are entered when 
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complete; CIP is entered from current project data. 


• The Human Resources Department tracks assets for insurance purposes on Excel 
spreadsheets. Schedules of Value (SOV) are used for buildings, facilities (lift/pump stations, 
playgrounds, water towers, storm sirens, etc), autos, equipment, and computer equipment. 


No information is interfaced between any of these systems. 


3. Describe how the purchase of a capital asset is first identified? 


The purchase of a capital asset is first identified based on the expense account number used on 
the purchase request.   If the account is a capital asset expense or capital project expense, and it 
meets the criteria in the Capital Asset Policy, then it is identified as a capital asset.   


The Purchasing and Accounts Payable Departments are trained to identify and correct asset 
purchases that have been miscoded.  These miscodings may be identified when Purchasing 
reviews the requisition, when Accounts Payable is keying the invoice, or when the invoices are 
reviewed again prior to checks being printed.   


4. How are assets created in the Capital Asset system?  Are they manually entered, or does the 
system automatically create capital asset records based on purchasing/receiving/payment 
information? 


In Finance, asset information is manually entered into spreadsheets by fund and, if needed, by 
department.  (For example, the Vehicle Maintenance Fund is broken down by department to track 
vehicle assignment).   


Expenditures are analyzed quarterly to identify new capital asset acquisitions and then entries are 
made to record the capital assets in the spreadsheets. 


5. Does the Capital Asset system integrate with the Purchasing and General Ledger system? If 
not, how are they interfaced? 


They are not using the New World system for capital asset tracking.  There was a problem with an 
upgrade several years ago that resulted in a loss of information.  At that time, they came to rely on 
spreadsheets and never returned to the financial software solution. 


6. Explain how asset identification numbers are assigned.  Is any numbering convention used? 


The Finance department maintains a sequential log of asset ID numbers issued.  The log is an 
Excel file, tracking the tag number range, which department they were issued to and the date 
issued. Tags issued are printed on a sheet of paper labels and delivered to the department (they 
are not bar coded).  The department will use the labels as new assets are acquired and will request 
a new sheet when their available labels are gone or running low, so all issued tags are not 
necessarily in the Capital Asset system.  When assets are acquired the department will complete 
an Asset Tracking Form which will be used to enter the information into the Capital Asset system. 


Buildings are assigned a tag, although it is not affixed to the property.  Vehicles are assigned a tag 
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which the numbers are transferred to hard metal tags and permanently attached to the vehicle or 
equipment and it is filed with an asset identification card in Finance.  Assets resulting from capital 
projects are assigned the capital project number as the asset ID at the completion of the project.   


7. How does the Client capture and record the transfer of capital assets? 


Asset tracking forms are used to record transfers and disposals.  The forms are initiated at the 
department level and forwarded to Finance for transfers and to Purchasing for disposal.  Very few 
transfers between funds take place.  Equipment may be moved between departments and/or funds, 
but those are all in the Equipment Fund, and therefore, no transfers need to be booked in the 
General Ledger. 


8. How does the Client capture and record the disposition of capital assets?  Are assets simply 
deleted from the system after they have been disposed of? 


Assets are maintained in annual files that are updated quarterly.  As an asset it disposed of, it is 
flagged as a disposal in the current year.  When the file for the subsequent year is created, the 
disposed assets are not carried forward. 


Departments are responsible for notifying Human Resources of any additions or deletions to asset 
lists.  The departments will typically send an e-mail with the attached tracking forms. This has 
proven to be an unreliable process because the communication is often overlooked and SOVs are 
found to be inaccurate.  


9. What types of classifications are assigned to assets in order to group and help identify them? 


The City uses GASB classifications of land, land improvements, construction in progress, buildings, 
building improvements, computers and computer equipment, machinery and equipment, and 
infrastructure. 


10. How does the Client handle maintenance/improvement adjustments to an asset?  How does the 
Client update cost and/or useful life of an asset?  Is the original asset information kept intact 
(and the maintenance information tracked separately), or is the original information written over 
with the new cost/life? 


Improvements are maintained as a separate asset ID.  If changes such as remodeling a building 
take place, they will use an allocation to remove the demolished portion of the old asset and add 
the improvement as a new asset. 


Improvements are rarely communicated to Human Resources, resulting in inaccurate valuations 
being used to determine the required insurance coverage. 


11. How are related assets “linked” together in the system? 


When the City acquires equipment that uses interchangeable pieces, they will use the description 
field on the finance spreadsheet to note the related asset.  This may be done for trucks and their 
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associated plow or spreader.  


12. What location information is maintained in regards to each asset?  For example, are the 
Building, Department and Room Number tracked?  List the location details that are tracked for 
all assets.  


Finance tracks the department of each asset and also the address of building the asset is located 
in.  Departments are responsible for conducting the physical inventory. 


13. How does Client assign useful life? 


Useful life is generally assigned by class.  For fleet assets, the Vehicle Replacement Fund (VERP) 
system calculates the useful life and salvage value.  This information is then added to the invoice 
when it is sent to Accounts Payable, and it is then picked up and added to the Finance 
spreadsheet. 


14. What is the capitalization policy?  Is this policy applied consistently throughout the entire 
organization? 


The Capital Asset Policy provides for the capitalization of assets where the useful life is two or 
more years and  the purchase price is as follows: 


• $1 – Land or construction in progress. 


• $5,000 – Buildings, building improvements, computers and computer equipment, land 
improvements, machinery and equipment, and vehicles. 


• $50,000 – Infrastructure. 


15. Describe the Client’s depreciation policy.  (What depreciation method is used, what types of 
assets are depreciated, etc.) 


The Capital Asset Policy provides for straight-line depreciation with one-half year’s depreciation to 
be taken in the first and last years of the asset’s life.  All assets, with the exception of land, are 
depreciated on a monthly basis. 


16. Does the system automatically book deprecation entries to the General Ledger?  If not, explain 
how they are booked to the GL. 


There is no interface from the Capital Asset spreadsheets to the General Ledger.  Finance creates 
a journal entry at the beginning of the year that is posted to each month in the General Ledger.  At 
year end, depreciation is adjusted to account for any changes that were made to the Capital Assets 
inventory during the year. 


17. Describe how Client tracks construction in progress activities.  Who determines when they are 
ready to be moved to the Capital Assets system? 
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Project Managers are responsible for tracking construction in progress activities.  During 
construction, they code invoices with the appropriate account numbers and, when final payment is 
requested, the department notifies Finance that the project is finished. CIP progress payments are 
monitored, entered into an Excel spreadsheet, and approved by the Finance Accountant prior to 
payment being made by AP.  At the end of the year, Finance will move the asset from the CIP 
spreadsheet to the appropriate capital asset spreadsheet. 


There is no consistent process or system in place to notify Risk Management of the need to add 
capital assets to insurance SOVs.  


18. How does the Client comply with GASB 34?  


The City added infrastructure to the fixed assets spreadsheets shortly after GASB 34 was issued, 
and was in full compliance before it was required.  New infrastructures (streets, sidewalks, water 
lines and sewers) are added to the fixed assets spreadsheet as Public Works Inspectors send the 
information to Finance.   


19. Does the system have the ability to generate all necessary asset reports?  Can the reports be 
run based on any user defined criteria?  (i.e.: asset class, acquisition date, description, value, 
status, etc.) 


Reports are generated from Excel.  Information is copied and moved from the Capital Assets 
spreadsheet to other spreadsheets for financial reporting.  All spreadsheets are reconciled together 
at year end. 


Outside of Finance, other departmental spreadsheets are not linked; therefore, generating the 
necessary asset reports is not possible.   


20. Does the current system(s) integrate with bar coding systems and other output devises? 


The City is not using any bar coding technology, although they are interested in using the advanced 
technology.  (ITS does use some bar coding to track equipment in the Service Desk system). 


21. Are there items in the organization that are not classified as capital assets, but should be 
tracked for internal control purposes? 


Controllable assets are tracked within the departments for most items, although acquisition cost 
information is not often tracked. This is done for internal control and Risk Management purposes.  


22. Identify the unmet capital assets needs for each department. 


The following constraints have been identified: 


1. The Capital Assets system is not a part of the Financial System.  As a result, the Fixed 
Asset system does not have the capability to: 


• Automatically recognize fixed asset purchases (based on account number) as soon as 
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they are entered into a purchase request and automatically flag the purchase as a fixed 
asset. 


• Automatically carry forward purchase request and accounts payable information to the 
new fixed asset record to alleviate duplicate data entry efforts. 


• Automatically assign a fixed asset number based on system generated seed numbers. 


• Automatically create and book journal entries to the General Ledger, such as those 
necessary for depreciation, capitalization, transfers, and dispositions. 


2. The system does not track modifications to an asset.  If an improvement/renovation to an 
asset is made, the system does not allow the user to add a modification record to the 
original asset.  As a result, a new asset is created that is tracked separate from the original 
asset. 


3. Departmental transfer/disposition forms should be automated to alleviate duplicate data 
entry. 


4. The system does not have a field that provides the ability to sort or view assets that are 
linked.    


5. The system does not provide a sufficient hierarchy in order to track locations at different 
levels of specification. 


6. The system does not allow for the tracking of multiple funding sources per asset.   


7. The system does not have the ability to attach images to an asset, such as a picture of the 
asset, the original invoice/check, titles, surveys, warranty certificates, etc. 


8. The system does not provide sufficient reporting capabilities.  Reports generally need to be 
copied to new spreadsheets in order to be further manipulated and formatted.   


9. The system does not allow for electronic forms (such as transfer forms) that can be routed 
electronically for approval via a workflow process. 


10. Assets are tracked in separate spreadsheets by type.  For instance, Construction in 
Progress is tracked in a separate Excel spreadsheet rather than within the Capital Asset 
system.  An asset is only created in the Capital Asset system once the construction is 
complete.  


11. The system does not have the ability to send electronic reports via e-mail. 


12. The Finance Capital Assets tracking system does not integrate with any bar coding systems 
or other output devices. 


13. The system does not maintain audit trails (user, date of change, fields updated, old value, 
new value, etc.) to track changes made to the Capital Asset system. 


23. Determine how new technology might be able to address these unmet needs. 


1. The Capital Assets system should be fully integrated with the General Ledger, Purchasing, 
and Accounts Payable systems 
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2. The system should allow the assignment of fixed asset numbers based on a “seed” number 
so that numbers will not be skipped or duplicated.  The system should accommodate 
multiple seeds if the City would like to use a different seed for capital assets versus non-
capital assets.  


3. The system should have the ability to provide for the automatic creation of depreciation, 
capitalization, transfer, and disposition entries to the General Ledger by fund type, asset 
category, status, or other field. 


4. Depreciation should be flexible to allow for a number of different depreciation methods 
(straight line, sum of the years’ digits, double declining balance, or based on a unit amount) 
and should allow depreciation on a monthly, quarterly, semi-annual or annual basis. 


5. The system should allow users to operate in more than one year at the same time.   


6. The system should have the ability to maintain fund-level and government-wide records 
simultaneously. The system should facilitate the tracking, booking, and reporting of 
information in compliance with GASB 34. 


7. The system should allow security setup in order to the restrict users to read or write access 
based on their location/department, or possibly on another field that designates asset 
ownership.  In the case the City would like to track capital and non-capital assets within the 
asset database, this would serve to provide restricted access to external departments who 
would like to track their own controllable assets within the centralized fixed asset database 
(so they can only view, add, modify and delete their own assets). 


8. The system should provide a sufficient description field length.  In addition, the system 
should allow ample space for the definition of a responsible person and department. 


9. The system should provide the ability to track locations based on an address, building, room 
number, responsible person, contact phone number, etc. 


10. The system should provide the ability to track who an asset has been checked-out to. 


11. The system should allow for the capture of multiple grant/funding codes and account 
information used to purchase the asset.  If an asset was purchased with multiple 
grants/funds, the system should have the ability to record all of the related account codes. 


12. Capital assets should have the ability to be linked to other asset(s). 


13. The system should have the ability to attach images to a capital asset, such as a picture of 
the asset, title documents, surveys, invoices, warranty certificates, etc. 


14. The system should have the ability to create and print standard and customized reports 
(with drill-down capabilities) to facilitate reconciliation, inventory, etc. 


15. The system should allow for a CIP classification to categorize CIP costs while the asset is 
still under construction, but exclude CIP assets from depreciation.  (So that CIP costs do not 
have to be tracked in a separate Excel spreadsheet before the project is completed). This 
may be accomplished if there is integration between Capital Assets and Project/Activity. 


16. The system should expedite the process of asset transfers, dispositions, etc between 
departments. For example, an electronic transfer form could be established whereby as 
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soon as the asset number is entered, the remaining data fields are populated from the 
Capital Asset master database.  Using workflow tools, this form is then automatically sent to 
the receiving department for their on-line approval, to Finance for on-line approval and to 
Risk Management to ensure proper entries are made to reflect the transfer.   


17. The system should have the ability to track gains or losses on assets that are transferred, 
sold, or salvaged. 


18. The system should provide the ability to produce reports in an electronic format.  These 
reports can then be attached and forwarded electronically.  


19. The system should allow the user to copy asset information from another pre-existing asset 
in order to reduce data entry.  


20. The system should have the ability to allocate depreciation expense to the 
functions/programs/activities on the Statement of Activities consistent with GASB 34. 


21. Capital asset records should allow association with an old asset number.  This may be 
necessary if assets are renumbered in a new system. 


22. The system should have the ability to maintain cost, insurance, and replacement values and 
detailed warranty and insurance records on each asset. 


23. The system should track information related to the purchase, such as contract number, 
purchase order number, funding source, grant information, bid number, check number, 
invoice number, vendor, item description, General Ledger account, etc. 


24. The system should allow for maintenance/improvement adjustments to an asset to increase 
the value or useful life, while maintaining original information intact (keep a history). 


25. The system should provide an adequate “notes” section to allow for the attachment of free 
form text to an asset record. 


26. The system should provide full online inquiry capabilities based on any capital asset data 
field. 


27. The system should allow for handheld barcode scanning devices and or other PDA 
technologies that are flexible enough to be used by most City departments.  


28. The system should provide complete capital asset transaction history information. 


29. The system should provide user-defined fields and user-defined field relationships. 


30. The system should provide audit trails to track additions, modifications, and deletions to 
asset records down to the field level.   


31. The system should allow for the assignment of primary classification for an asset.  In 
addition, it should allow for the definition of secondary and possibly tertiary classes to group 
assets at a subcategory level within the primary class. 


32. System should provide the ability to import and export of asset information to allow 
reconciliation and information exchange with asset information maintained in external 
systems or used for a variety of external needs.  Examples would include csv, xls, etc. 


33. System should support the addition of user defined and validated custom fields of various 
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types (text, numeric, date, memo) to allow greater flexibility in tracking assets, to meet 
specific business requirements such as technology replacement lifecycles, or equipment 
warranty expiration dates. 
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1. Does Client have a single system that records all cash receipts for the entire organization or are 
some of the cash receipts tracked elsewhere?   


The Treasury Department of the City uses System Innovators Inc (SII) as their central cashiering 
system. There were 93,674 payments processed through SI during the last fiscal year. 


SII is interfaced to New World on a daily basis using a single batch.  Other City departments who 
maintain stand-alone receipt systems bring their deposits to the Treasury Department, where the 
information is re-entered into SII.  


Other systems are explained under our response to Question #2. 


2. Please indicate all departments and locations that process cash receipts.  For each 
location/department, indicate whether they are using the main cash receipts system or a 
standalone system (including other applications and spreadsheets). 


The following departments have cash receipts activities: 


• Planning & Development – The department hand writes their cash receipts and brings the 
applicable receipts and payments (cash, checks or credit card receipts) to the Treasury 
Department.  


• Codes Department – The department is currently implementing the City View Software. The 
department brings applicable receipts and payments (cash, checks or credit card receipts) 
to the Treasury Department. 


• Municipal Court – The department uses Encode to process cash receipts.  A General 
Ledger account distribution report is prepared for the Treasury Department, along with 
deposit information.  


• Harris Park/ Legacy Park/Gamber Center/ Parks & Recreation – The department uses 
RecTrack by Vermont Systems to process cash receipts.  A designated person from the 
Parks Department collects deposits from other park locations before forwarding the receipts 
to the Treasury Department. 


• Cemetery – The cemetery records cash receipts activities manually, as they are very 
sporadic.  


• Pool – The Pool is only open in the summer, during which time they use Rectrack to 
process cash receipts.  They prepare a General Ledger report and forward it to the Treasury 
Department: Cash receipts are delivered daily by courier. 


• Fleet – Hand written receipts are generated for the sale of City owned vehicles.  These 
types of sales are very sporadic. 


• ITS – Cash receipts come from occasional map sales, GIS reports, and the sale of surplus 
equipment. Receipts are processed manually.  


• Animal Control – The department uses an application called Chameleon, which produces a 
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summary report of receipts for deposits.  Cash, checks and credit card receipts are 
delivered daily. 


• Landfill – The department uses WasteWorks, which generates a cash receipts report along 
with deposit information.  Cash, checks and credit card receipts are delivered daily. 


• Airport – Airport uses a system called FBO Manager. Deposits are made on a daily basis. 


• Police – The department prepares a manual receipt for the revenues collected each day 
and delivers the cash, check or credit card receipts to the Treasury Division daily. 


• Utilities – Any customer payment that is made in person at the counter, deposited in either 
of the night drop boxes or mailed directly to City Hall is recorded in SII instead of in the 
Utility Billing module within New World.  


• All other receipts – Any department has the potential to have cash receipts.  If funds are 
received, the protocol is to bring the cash or check to the Treasury Department. 


• All funds are remitted to the Treasury Department on a daily basis. 


3. How does each Cash Receipts/Point of Sales system interface to the General Ledger?  Please 
list each standalone system and describe how the receipt information is updated to the General 
Ledger, whether it is done through an interface or a journal entry or some other method. 


Receipts from each of the stand alone cash receipts systems mentioned above are re-entered into 
SII, which is then interfaced to New World on a daily basis through a batch process.  


4. List the perceived strengths and weaknesses of the cash receipts operations of the Client.  Is 
there duplication of data entry?  


There are several weaknesses inherent from the use of several different stand-alone systems.  
Some of these include:  


• There is no interface from any of the stand alone cash receipts systems to SII; as a result, 
data has to be entered twice.  


• The use of several stand-alone systems prevents users from obtaining real-time cash 
receipts information. 


Other comments regarding the current systems include: 


• RecTrack used by the Parks & Recreation Department does not have enough financial 
reporting capabilities. They are currently evaluating an upgrade option.  


• The Court is satisfied with their Encode system. 


• Animal Control is satisfied with their Chameleon System.  


• Landfill is satisfied with the Wasteworks System. 


5. Do the decentralized cash receipts locations lack access to reporting on their daily cash 
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receipts information? 


Most of the decentralized cash receipts locations either use their own stand alone system or they 
record cash receipts manually. Reporting is limited to producing detailed listings of cash receipts or 
summarized information. Typically, the stand alone systems do not offer any flexibility or the option 
to report based on user-defined criteria.  


6. How much time is spent on reconciling standalone system cash receipts back to the General 
Ledger?  


Cash receipts information from the stand alone systems is re-entered into SII. At the end of each 
day, each Cashier balances their own transactions (i.e.: reconciles the total for each revenue code 
to total cash, checks and credit card transactions.)  After balancing is completed and before loading 
the information into New World, reconciliation is performed by summarizing cash receipts by 
Cashier to total deposits. 


Receipts information is then interfaced from SII to New World.  In addition to updating cash and 
revenue accounts, customer information is also interfaced. New World will generate an edit listing 
before transactions are posted.   


Each Cashier spends anywhere from 20 to 30 minutes to perform the daily balancing mentioned 
above. The balancing function starts at 2:00 PM every afternoon.  On water shut off days, 
balancing may start a little later. 


In general, the Treasury Department is satisfied with SII, as quite a bit of customization has been 
programmed into the system over the years in order to ensure that it meets the City’s needs.  
Treasury is currently using the Cashier for Windows software application; SII has a new application 
called Revenue Collector that will replace Cashier for Windows.  This upgrade is on hold due to the 
possible replacement of the New World System.  


7. Identify manual processes associated with cash receipts. This includes a general description of 
the process, the reason that it is performed and why it is performed manually. 


Many manual and duplicative processes are in place in relation to the City’s several cash receipts 
systems.  Cash receipt information is entered once into each stand alone system (or it is recorded 
by hand) and then it is entered again into SII.  Please refer to our response to Question #2 for more 
information on these manual processes. 


8. If cash is received at different locations throughout the organization, does the Client have a 
consistent way to make bank deposits? (i.e.: remit all cash and checks to the Treasurer’s Office 
for revenue recording and deposit?)  Please explain how bank deposits are made for 
centralized and/or decentralized locations. 


As mentioned earlier, all payments must be forwarded to the Treasury Department for deposit.  A 
courier picks up the prior day’s receipts at 11:00 AM every morning.  
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9. Have there been any problems with the handling of cash? (i.e.: adequate internal controls?) 
Please explain. 


The City is not aware of any problems with the handling of cash.  


10. Does the system have the ability to generate all necessary cash receipts reports?  Can the 
reports be run based on any user defined criteria?  (i.e.:  customer number, date of receipt, type 
of payment, bank deposit number, bank deposit date, receipts number, etc.) 


Most of the reports that are generated from SII reports are for daily balancing purposes. They are 
not flexible enough for the users to define selecting criteria in order to extract the exact information 
that they need from the system.  


11. Identify the unmet needs for each functional area/department. 


1. The City manually records cash receipts from other stand alone systems into the SII 
system. There are no electronic interfaces available.  For many departments, recording 
cash receipts is a manual process through the use of hand receipts or spreadsheets.  


2. The Cash Receipts system is not integrated to the New World system, and as a result, real 
time cash receipts information is not available. 


3. Report writing and on-line inquiry capabilities are limited. 


4. The system does not distinguish between one time and ongoing customers. 


12. Determine how new technology might be able to address these unmet needs. 


The City should consider: 


1. A system that processes all cash receipts functions from the same integrated database, 
even though the activities take place at different locations.  Cash receipts activities should 
be real time and should automatically integrate to the General Ledger, Project/Activities, 
Grants and other core financial modules.  


2. The customer database should provide the ability to assign a different class code for each 
type of customer.  It should provide different options to establish one-time customers. 


3. The system should provide the capability to maintain customer credits and apply them to 
future debits as required. 


4. The system should be able to generate warnings when duplicate cash receipt numbers are 
used.   


5. The system should be able to accommodate all the cash receipts types within the City 
(cash, check, credit card, etc.). 


6. The system should be able to apply a cash receipt to more than one outstanding receivable.  
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7. The system should allow a cash receipt to be split coded to several accounts.   


8. The system should provide the ability to print customer receipts.  


9. The system should allow on-line payment options. 


10. The system should provide flexible report writing capabilities based on user-defined criteria. 


The system should provide better online inquiry capabilities with drill down and drill around 
features.  
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1. Does the Client have a single system that records all the contract activities or are some of the 
activities tracked elsewhere?   


The Purchasing Division tracks all contracts in an in-house developed Access database system.  


Payments made against the contracts are performed in the Accounts Payable (AP) module of the 
New World system; however they are not referenced to the contract number. The Project Manager 
assigned to manage the contract reviews and codes contract invoices, since invoices are not 
referenced to the contract in the New World System. If the contract is used by multiple 
departments, then each department reviews and codes invoices. This process enables AP to 
properly enter the invoice data, including any associated retentions, into the AP module.  If there is 
retention, the gross amount of the invoice is expensed, crediting the balance to a retention liability 
account.  


 


2. Describe the overall purpose/functionality of the current contract management system (for 
example, insurance information, expiration date, renewal notices, contractor correspondence, 
warranty claims, authorization to start, etc.) 


The Contract Management system is used to: 


• Track contract information, such as the name of the successful bidder, insurance 
requirements, contract amount, contract number, payment terms, contract end dates, etc.  


• Generate reports of insurance policies that are about to expire.  (However, the system does 
not automatically trigger a reminder prior to the expiration dates).  


• Provide listings of open contracts, bids issued and contracts awarded.  


The Access database does not provide the ability to maintain labor and other federal compliance 
information. Furthermore, it does not provide the ability to track correspondence with contractors. 


Risk Management receives requests from departments for certificates of insurance and to add 
entities or organizations to the City’s liability policy as “also insured”. These requests are triggered 
by rental or service contracts entered into by departments. These contracts are not tracked in the 
Purchasing system. 


The Contract Management Access database utilizes a manual process to determine appropriate 
insurance requirements for each contract. Minimum coverage requirements are followed for 
standard contracts; however, if an unusual situation exists that could impact the City’s risk 
exposure, then the procurement agents will contact the City’s insurance consultant to verify that the 
appropriate amount of coverage should be.  


 


Because the Contract Management Access database is not used by other departments, contract 
numbers generated in the database may not be used by Finance or Public Works.  
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3. Does the current contract management system track revenue contracts? 


The Access database does not track revenue contracts.  


4. Describe how the current contract management system handles different types of contracts, 
such as master agreements with separate task orders, multi-year contracts, contracts with 
retentions, multi-funded contracts, construction contracts, contracts with change 
orders/amendments, etc. 


The Contract Management system is used to track limited contract activities.  For example: 


• Retentions – Retentions for contracts are calculated outside of the system.  Each time an 
invoice is received, the Project Manager will indicate the amount(s) to be withheld on the 
invoice.   


• Master Contracts - The City does not generally issue master contracts with separate task 
orders; however, the City will occasionally award multiple companies to the same on-call 
service contract (i.e.: appraisal). For example, ABC Company may be the primary contractor 
for an on-call service contract. If ABC Company is not available due to scheduling conflicts, 
then a secondary contractor will be used. Each contractor is assigned a unique contract 
number by adding a dash and a numeric character (i.e.: -1, -2, etc.) after the main contract 
number. 


• Multi-year Contracts - The tracking of multi-year contracts has been a challenge for the City, 
as the Adopted Budget only reflects the current year’s portion of the contract. There are two 
ways of handling this budget constraint; either front load the contract or wait until the 
contract has been budgeted for several years before awarding the multi-year contract. The 
second method assumes that the unused portion of the budget amount (i.e.: the unawarded 
contract amount) is rolled over to the next fiscal year. The Contracts Management system 
tracks the beginning and ending dates for a contract, The New World system is used to 
manage each year’s spending against the contract. 


• Change Orders – The system does not track any change order information. 


The City advertises its upcoming bids, RFP’s and RFQ’s on their website, as well as using an 
external service called Demand Star System, also known as Onvia.  The City also uses another 
external service called Western Blue for CIP -bids to maintain a plan holders list and to distribute 
engineering drawings and other technical documents associated with the project.  


5. How does the current system handle payments to subcontractors?    


The City does not make payments directly to subcontractors. However, the City reviews 
subcontractor labor information through the validation of pay applications.    


Pay applications are filled out by the contractor to indicate the level of progress that has been made 
to the project (i.e.: how many feet of curb has been completed), by conducting field inspections. 
The pay application is approved once inspection has been completed by the City Engineer. The 
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department that is responsible for the project/contract will code the pay application, including 
retention information, with the appropriate account numbers and forward the pay application to AP 
for payment processing. Retention is manually tracked by Finance. 


6. How does the current system track DBE/WBE/MBE information?   


Typically, only Public Works and Community Development contracts require DBE participation. This 
information is tracked manually by the initiating department.  


7. How does the current contract management system interfaced to other modules such as 
General Ledger, Budget, Projects/Activities, Accounts Payable, etc.?  Does the interface 
include contractor information? 


 The Access database is a stand-alone system that does not integrate or interface with any other 
systems.      


8. Does the current Contract Management system perform encumbrance and budget checking? 


The Access system does not have the capability to perform encumbrance and budget checking.  
Contract expenditures are not controlled within the New World System either, since contracts are 
not entered into the system.  As a result, the Finance Department performs encumbrance tracking 
and budget checking manually.  


Contract paid-to-date information, remaining contract balances and history of approved changes 
made to the contract are reflected on the pay applications. For professional services agreements, 
the billed-to-date information is provided on the invoice by the Project Manager, as requested by 
the Finance Department.  


Because cumulative contract information is tracked manually and prone to data entry errors, it is 
possible to pay more than the total contract amount.  


9. Describe the approval process associated with creating a contract.   


When the City initially identifies the need for a new contract, a buyer in the Purchasing Department 
will determine whether the contract needs to go through a competitive bidding process.  If so, the 
buyer will have to determine whether the City should issue a Request for Proposal (RFP), a 
Request for Qualifications (RFQ) or Invitation For Bid (IFB).  A contract number will be assigned to 
the bid using the next available number in the system.  The Purchasing Department refers to 
contract numbers as “project numbers”, but these “project numbers”  entered into the Access 
database are not the same project number as in the chart of accounts.  Project numbers assigned 
in the Access database represent the bid or the contract number.  


According to the City’s purchasing policy, any purchase under $10,000 can be obtained through an 
informal bid process.  If the purchase is estimated to be over $10,000, then it is must go through a 
formal bidding process and must be advertised. Contract awards in excess of $20,000 must be 
approved by City Council.  We also break down the City’s purchasing policy by the type of contract, 
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as stated below:  


Professional Services Contracts – These contracts are for engineering, architectural, land 
surveying, consulting and other types of technical services. The selection of the vendor is generally 
based on the contractor’s qualifications versus their price; therefore, a RFQ is typically issued to 
obtain qualification statements from the bidders. This process is different from an RFP process as 
RFP’s generally considers both qualifications and price. A selection committee is established to 
evaluate the proposals based on pre-established criteria. If the estimated amount of the contract 
exceeds $75,000, then the Department Director must be a member of the selection committee. 
Once the vendor is selected, a recommendation of award is prepared and submitted to City 
Council. Construction Contracts – Construction contracts must go through a competitive bidding 
process if the estimated amount of the contract exceeds $3,000 The guidelines are as follows:  If 
the estimated amount of the contract exceeds $10,000, it must be advertised. If it exceeds $20,000, 
it must be approved by City Council. The evaluation process may involve an outside consultant. In 
which case, the outside consultant must closely coordinate its efforts with the Purchasing 
Department.  


Emergency Purchases – These purchases must be made due to a possible threat to public 
health, welfare or safety. The Purchasing Agent has the authority to make purchases up to 
$10,000; however, if the amount exceeds $10,000, then approval must be obtained from the City 
Administrator.   


Sole Source Purchases – These types of purchases do not have to go through a competitive 
bidding process. However, if the amount exceeds $20,000, the purchase must be approved by the 
City Administrator and City Council. The initiating department must submit the sole source request 
in writing when only a single feasible procurement source is available.  This condition may exist if: 


• Supplies or services are only available through a single manufacturer or vendor 


• The distributor is the only one in the region 


• Supplies or services are available at a discount for a limited time from a single source 


• The vendor offers a specialized expertise 


If a contract has to go through a bidding process, the initiating department will work with 
Purchasing to come up with the Scope of work and specifications and schedule for the bid 
document.  Once the contract is awarded, it is the responsibility of the initiating department to 
manage the contract.  The only involvement by the Purchasing Department is in the tracking of 
insurance requirements, assisting with change orders, disputes, contract renewals, extensions and 
calculating percentage increase/decrease of renewal contract pricing.   


Contract documents, such as the RFP and the sample contract, are generated using Word 
templates.  


The City publishes the IFB, RFP or RFQ on its own website and also posts it on the Demand Star 
System. For those RFP’s that contain large amounts of engineering drawings and other technical 
documents, the City will use Western Blue, an outsourced document distribution company, to 
perform the printing, to maintain a plan holder’s list and to distribute the -bid documents.  Bidders 
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submit their bids directly to the City, even if they obtained the bids information from Demand Star or 
Western Blue.  Both companies provide the ability to generate statistical information for each 
procurement. 


10. Does the current Contract Management system have the ability to generate all necessary 
reports?  Can the reports be run based on any user defined criteria?   


The Access database provides listings of open contracts, bids issued and contracts awarded. Most 
of the other reports are prepared manually, using either spreadsheets or copies of invoices.  There 
is no contract to date information that can be queried directly from the system.  


11. Identify any unmet needs in the current system. 


The City does not have an integrated Contract Management module within the New World system.  
Limited contract management information is maintained in an Access database.  As a result, 
contract information, such as the original contract amount, amendments, and change orders are 
maintained outside of the systems.  Furthermore, contract payments that are made from the AP 
module in New World are not associated to the contract number.  


The Access database does not provide: 


1. Electronic workflow tools for routing contract and invoice approvals. 


2. User-defined automated reminder notices for those insurance policies that are about to 
expire.  


3. Encumbrance and budget checking functionalities. . 


4. Adequate reporting capabilities, as most of the contract activities (such as contract-to-date 
payments, contract balances, retention, etc.) are tracked in Excel spreadsheets or on copies 
of invoices. 


5. The ability to track DBE/MBE/WBE requirements.  


6. A way to electronically receive bids and proposals. 


7. The ability to produce IFB, RFP and RFQ documents and maintain related information, such 
as evaluation results. 


8. The ability to maintain a plan holders’ list to track which vendors/contracts have requested 
pre-bid technical plans or information.  Only successful vendors are entered into the system.   


12. Determine how new technology might be able to address these unmet needs. 


A system with the following functionalities should be able to address most of the City’s unmet 
needs.  The system should: 


1. Provide a Contract Management module whereby contract insurance requirements, 
amendments, the not-to-exceed amount, the expiration date, and other contract related 
specifications can be established.  Furthermore, the system should control spending on 
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contracts beyond the not-to-exceed amount and expiration date and be able to produce 
detailed contract activity reports that reflect the net available amount on the contract. 


2. Provide a Contract Management module that integrates with Purchasing, Accounts Payable, 
Budget, General Ledger, Projects and possibly Grants in order to maintain real time data.  


3. Provide the ability to produce bid RFQ, RFP and contract documents and maintain related 
information, such as bid results within the Contract Management system. 


4. Have an integrated imaging system in order to allow documents to be scanned and 
attached to contracts.     


5. Provide the ability for automated electronic approvals. The system should allow the flow of 
work and routing to be defined based on any data element or combination of data elements 
from initiation of a work queue item through various process, review, modification and 
approval activities.  


6. Provide the ability to set up awards to attach multiple contractors to the same project.   


7. Provide the ability to maintain an online plan holder list to track which vendors/contractors 
have requested pre-bid technical plans or information.  


8. Provide a way to track the termination date of a contract.  


9. Provide the functionality to accept electronic bids on-line and to automatically carry forward 
information from the winning bid to the contracts database. 


10. Provide the ability to generate letters of award and letters to the vendors who were not 
selected based on user defined letter templates. 


11. Provide robust search/query capabilities (drill down and drill around features) 


12. Provide a user friendly report writer with flexible reporting capabilities 


13. Provide the ability to track vendor retentions and split the among the appropriate charge 
numbers.   


14. Provide the ability to close out a contract through user-defined criteria (i.e.: upon the 
issuance of final payment, etc.) and automatically un-encumber the remaining contract 
balance but keep it in the same charge number.  The contract history and other information 
should be transparent for all those who play a role in the management of contracts.   


15. Provide the ability to track vendor/contract correspondence. 


16. Provide the ability to track warranty claims. 


17. Provide the ability to track DBE/WBE/MBE information in the vendor database. 


18. Provide the ability to track contractors' compliance with prevailing wage to contract 
document. 


19. Provide the ability to track liquidated damages to contracts. 
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The City would like to purchase a Customer Relationship Management (CRM) System to manage 
citizen complaints. Various departments have developed their own methodology of tracking 
complaints; some processes are completely manual, while others leverage the use of existing 
applications, even though these applications were not meant to be used as a CRM.  One of these 
applications is called CityWorks.  Although this application was designed for Asset Management 
activities, it provides the ability for users to create service requests to address complaints.  It treats 
each complaint as a problem that requires a service related action, but does not address 
complaints that deal with taxes being too high or vacant properties. The system also does not allow 
the setup of a hierarchical structure to track complaints that need to be escalated up to another 
management level or allow users to create user-defined rules for the next step in the handling of 
the complaints.    


The following departments provided high level information on how they currently deal with citizen 
complaints and how they would benefit from a CRM system: 


• Administrative Department–   


The Administration Department would benefit from the use of a CRM to track complaints 
from Council members or their constituents for such problems as pot holes in the streets, 
road construction, traffic signals and speed signs, disabled parking, vacant property, water 
issues, code violations, etc. Currently, the tracking of these complaints is performed 
manually by emailing each individual complaint to the appropriate department that can 
address the problem.  The Office Manager then tracks the progress of the complaint until it 
has been handled and manually closed out. Throughout the month, the Office Manager 
keeps a list of complaints that were received and closed during the month. 


•  Cash Management Officer –  


The City Hall receptionist receives in-coming complaint calls and, using her best judgment, 
transfers the calls to the appropriate departments.  Currently, she maintains a manual log of 
number of calls received.  She tracks the number of calls transferred to each department 
and does not perform any follow up. A CRM system would enable her to electronically track 
each call, automate the forwarding of the complaint to the appropriate department, and to 
perform queries to ensure that complaints have been addressed.  Many calls received are 
for telephone numbers and various information regarding city events, directions, requests 
for financial assistance, etc.  


• Police Department (Administrative Office and not 911) –  


Most of the Police Department’s complaints relate to traffic issues, speeding, stop signs that 
need to be replaced, etc. The department Secretary maintains an Excel log of complaint 
calls and transfers the calls to the appropriate personnel within the Police Department. She 
documents the follow up to ensure complaints were properly addressed. A CRM system 
would provide a centralized database for the tracking of complaints and allow other 
personnel within the Police Department to login and record updates to each complaint 
record as it is resolved.  Reports could then be generated based on user defined criteria 
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(date of complaint, number of days outstanding, identification of problem areas, unresolved 
complaints, etc.) in order to better manage the resolution of citizen complaints.    


• Codes Administration –  


The Codes Administration Department receives various odds and ends types of complaints. 
The department only tracks complaints related to the Neighborhood Services Division. The 
majority of complaints handled by Codes Administration are related to code enforcement, 
including property maintenance, nuisance, and zoning codes.  These are handled by the 
Neighborhood Services Division and currently tracked using the Permits Plus program. 


The Codes Administration Department also receives other types of complaints that may not 
pertain to codes enforced by the Department, or, may not be considered violations.  Should 
the complaint have the potential of being regulated by the department, then the complaint is 
entered, investigated and tracked in the Permits Plus system.  If the complaint is regulated 
and handled by another department or division, then it is communicated by e-mail or phone 
to the appropriate department or division and is not tracked in Permits Plus.  If the complaint 
is not considered a violation or is not regulated by any ordinances, then it is not entered or 
tracked, so there is no record of the interaction with the customer.   


Frequently, customers making a complaint are transferred to Neighborhood Services as this 
division specifically deals with many types of citizen complaints; however not all complaints 
are investigated or regulated by Neighborhood Services. Likewise, the Codes 
Administration staff may transfer customers to other departments within the city.  This 
condition is caused by a lack of training, as the employee who answers the phone may not 
always know which City department is responsible for the problem on hand so they forward 
it to Neighborhood Services to figure out how to handle the concern.  


Another frequent scenario occurs when multiple City personnel attempt to resolve the same 
complaint (such as a drainage complaint), as there is no way to coordinate their efforts 
without a centralized complaint database. In addition, customers sometimes receive 
conflicting information from different City Departments. 


A centralized database would allow for the Codes Administration Department to log 
requests that are not handled by the Neighborhood Services Division into the CRM system 
for tracking and informational purposes as well as follow-up actions if necessary.  The 
request could then be automatically forwarded to the appropriate department for resolution 
or to an administrator who can forward the complaint to the proper authority.  The system 
would allow for the tracking of complaint status, which would prevent the duplication of 
efforts in resolving the same complaint.  In addition, the system could maintain an on-line 
(user defined) reference guide that can be queried by users to ensure that City guidelines 
for handling complaints are consistent.  The system would also assist in tracking repetitive 
complaints where the complainant is not satisfied with the initial city response, and 
proceeds to contact other departments or divisions looking for a different answer. 


• Purchasing –  
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The Purchasing Department does not typically receive a high volume of complaints, but they 
get many calls regarding the same questions, such as prevailing wage scales, bid 
thresholds, award status on various contracts, bid tabulations, etc.  As a result, the 
Purchasing Department would benefit from a vendor self-service functionality that allows 
vendors to view answers to Frequently Asked Questions (FAQ) on the City website.  The 
functionality should allow for a search capability to enable vendors to indicate key words to 
narrow down their search from within the FAQ’s database. 


• Human Resources  – 


The Human Resources Department receives complaints from citizens regarding property 
damage, filings with insurance companies, the claim process, etc.  An Excel spreadsheet is 
used to track these complaints, but it does not provide good query or reporting capabilities 
or allow for trend analysis.  


Complaints are also received internally from employees, but these cannot be addressed by 
a simple FAQ posting, as employees want individualized attention from HR to resolve their 
issues. 


Occasionally, outside applicants will complain about unfair hiring practices of the City, but 
these complaints are beyond the responsibility of the HR Department and must be 
forwarded to the Legal Department.  


A CRM would enable HR to track internal and external complaints on-line and to track the 
resolution of each item with easy to use queries and reporting.  The system could also 
enable trend analysis reporting based on current and historical records. 


• Planning & Development  –  


Complaints received by the Planning & Development Department are referred to the Codes 
Administration Department if they deal with violations of codes, since that department 
enforces zoning regulations through the Neighborhood Services Division.  The majority of 
calls received by the Planning & Development Department are from customers requesting 
information versus lodging complaints. These questions are typically about a specific 
property, which excludes any resolution through the use of a FAQ list.  


• Water Utilities  –  


Water Utilities utilizes two systems; New World Systems and CityWorks, for tracking 
customer contacts which is not specifically limited to complaints.  Customers contact the 
Water Utilities Department for information and/or services such as establishing new service; 
discontinue a service; bill related questions (changes in consumption, rates, penalties, 
payment options, etc); water quality issues; service outages and many other reasons.  The 
Utility Billing system within New World provides the Department the ability to attach various 
comments to the customers account.  These records are in an open format that allows 
customer service representatives to list details as to the nature of the contact and/or 
complaint.  This open format does not provide the department with the ability to easily 
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search records based upon the comment and perform additional follow-up automatically.  
As such, not all contacts are recorded. For instance, general questions about the 
customer’s bill (i.e., amount due, bill due date, etc) are not documented to reduce the 
accumulation of these general concerns from the customers account history.  The Utility 
Billing system has a work order function that is not operational for tracking of activities 
related to servicing the customers account. 


CityWorks has been incorporated to assist the department with the fulfillment of customer 
requests and/or reply to customer complaints due to the limitations of the Utility Billing 
system.  Customer calls are received and processed according to the type of service 
necessary to assist the customer.  Service Requests are generated through CityWorks to 
perform specific tasks.  In many cases these requests must be entered into CityWorks and 
subsequently in the New World Utility Billing system for billing purposes.  The redundant 
efforts to re-enter the information is necessary due to the limited interface between these 
two systems.  As the service requests are performed, the department staff records criteria 
that is specific to completing the customers request such as the time, results and other data.  
Through this process, the department is able to track customer contacts (service requests) 
and costs associated with these requests. 


 


Based on our high level assessment of the City’s CRM needs, we feel that these requirements are 
beyond the scope of an ERP project and recommend that the City initiate a separate procurement 
process for a CRM system that will best meet the needs of the departments.   
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1. Does Client have a single system that records all the funds for the entire organization or are 
some of the fund activities tracked elsewhere?  


The City uses a single system to record all General Ledger activities for the entire organization.  The 
software used is the New World Systems LOGOS Software and it is run on an IBM AS/400 iSeries.  
This application has been in use since 1986 in order to provide finance (including General Ledger), 
purchasing, payroll and water utility support to the City. 


2. Describe the overall purpose/functionality of the General Ledger (GL) system 


The New World system is mainly used to accomplish the following: 


• To record all transactions of various types through journal entries 


• To maintain centralized accounting transactions for all City funds  


• The system allows users to establish the general ledger account structure and perform 
account restructuring (which moves all associated history). 


• To establish accounting controls (based on security parameters) 


• To generate data used for interim and year-end financial reports 


• To establish and maintain a vendor data base for the Purchasing and Accounts Payable 
subsystems. 


 
The processing of general ledger transactions within New World entails some limitations.  These 
include: 


• Canned reports do not provide the flexibility for user defined criteria; therefore, many Crystal 
reports have been developed to support the City’s accounting operations.  


• The system offers cross fund reporting, but will not automatically fill in the due to/due from 
accounts in a journal entry if the accounts are coded to different funds.  


• The system does not tie revenues to a specific grant, but the City can use the account 
number to denote the type of revenue.  


• The system does not provide any drill down capabilities; however, detailed information can be 
obtained from the system if the user is knowledgeable of the screens that need to be queried.   


• The system does not allow users to open up multiple screens at the same time.  


• Interest allocations are calculated by taking the month end balance for each fund in the 
pooled cash (divides it by the total balance of the pooled cash).  This percentage is then used 
to allocate interest. The system does not automatically post interest allocations based on user 
defined criteria. 


• The system does not offer any electronic approval tools; furthermore, scanning and attaching 
documents are only available for AP transactions by a separate application.  Scanning of the 
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supporting documents is performed after the payment process has been complete. This 
separate application does not offer any workflow tools. Furthermore, the scanned images 
cannot be attached and e-mailed by AP staff. 


• Currently, the journal entry description field is limited to only 25 characters long; therefore 
many descriptions have to be abbreviated. If the journal entry comes through the electronic 
upload process, then a detailed description for each line item is available; however, if the 
journal entry is manually entered into the system, then only a general description is available 
for the entire journal entry. 


3. Are there any standalone systems (including other applications and spreadsheets) that are 
needed to help employees perform GL tasks? If so, why are these systems needed? 


New World is the core accounting system.  Standalone systems augment certain general ledger 
functionalities.  These include: 


• Spreadsheets are used for reports and interest allocations.   


• An electronic journal entry form is also available in an Excel format, allowing users to enter 
the data in Excel and then upload it to New World.  


4. Describe the structure of the current chart of accounts (including organizational units and account 
numbers and any grouping/summary accounts.) 


The City uses a 4-part account code structure, using all numeric characters: 


• Fund - The fund is a three digit code.  Currently, the City is only using 79 of the 999 available 
codes.  70 of these represent active funds  


• Department – The department is a three digit numeric code. (i.e.: Operations, Codes 
Administration, Parks & Recreation, Airport, Landfill, CDBG Public Services, etc.) 


• Program/Projects – Programs are represented by a four digit code, which can roll up to a 
department. (Examples of programs are Department Administration, Snow Removal, Animal 
Control, HR Administration, Employee Services, Court Operations, Land Acquisition, etc.) 
Projects have 5 numeric characters; the first two characters present the fund number, the 3rd 
character denotes the fiscal year and the last two represents the order of the projects.  
Programs are typically ongoing, while projects have a definite begin and end date. 


• Account number – Base accounts and detail accounts are both three digit numeric codes.  
When joined together, the six digit code makes up an account number that connects the base 
account to the detail account. For instance, 101.100 and 101.102 are both cash accounts, but 
the first one represents the checking account, while the second represents money held by 
trustee.  This set up was necessary because the current system does not provide reports 
based on the base account.  


1. The 400 and 500 series of account numbers are reserved for Revenues. 


2. The 700 series of account numbers are reserved for these major expenditure 
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categories: 


• Personal Services 


• Supplies 


• Other Services & Charges 


• Water Purchases 


• Sewer Purchases 


• Maintenance & Repair 


• Supplies 


• Utilities 


• Fuel & Lubrication 


• Depreciation 


• Interest on Bonds & Leases 


• Payment to General Fund for G&A 


• Other Financing Uses 


3. The 800 series are reserved for Capital Equipment 


4. The 900 series are reserved for Additions to Construction in Progress 


Assets, liabilities, equity and revenue accounts require only the fund number and the account 
number, whereas expenditure transactions require the entire 4-part string.  


5. Is the chart of accounts adequate to record and report on all of the Client’s financial activities?  If 
not, what changes will improve the current chart of accounts to facilitate reporting needs. 


The current system does not offer a robust account code hierarchy that allows for account numbers 
to represent different organizational dimensions (that are built into the abbreviated account number).  
As a result, the entire 4-part string must be entered in order to record each organizational element for 
expenditures.  


6. Does the Client use the General Ledger chart of accounts to track project and grant information? 


Please refer to the Project and Grant Needs Assessment Reports for information on how the City 
tracks project and grant information. 


7. Describe month end and year end closing procedures. 


 
Month End Activities: 
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The City performs limited month end activities, which include the recording of certain recurring journal 
entries, depreciation expense, prepaid insurance, fuel usage, work orders completed, franchise taxes 
and, interest accruals.  
 
Year End Activities: 
  
At year end, the Finance Department creates a year end closing schedule that establishes a 
timetable for all required activities beginning with the Accounts Payable final check run and 
incorporating all activities through to the completion of the Comprehensive Annual Financial Report 
(CAFR).  
 
The Finance Department also assigns various year-end journal entries to different accountants, 
including revenue accruals, expenditure accruals, adjustments and allocations. These journal entries 
must be completed by July 31st.  The Finance Department creates a detailed description of year-end 
tasks related to the audit and the preparation of the CAFR that must be completed by staff.  
 
Vendor invoices that are received prior to June 30th will be charged to the current fiscal year. AP will 
process check runs for old and new fiscal years concurrently for approximately two weeks in July 
(date is determined by the Assistant Finance Director).  Invoices received by AP during this time will 
be scrutinized by AP staff to determine which fiscal year the invoice should be expensed from. This is 
determined by delivery date of service or goods. During this period, the AP staff has the capability to 
change the General Ledger posting date to the previous month during data entry. Invoices received 
after July 16th are expensed from the new fiscal year. If a prior year invoice meets the accrual 
threshold, it will be accrued to the new fiscal year by journal entry. The accrual thresholds increase 
weekly until the accrual period is over. AP only changes the expense date for General Ledger 
purposes. Cash is not affected and the checks are not back dated. 
 
Any open purchase orders that are valid and unpaid as of the AP cutoff dates are encumbered and 
paid from the new fiscal year funds (the PO number will remain the same). Any other encumbrance 
balances are liquidated at fiscal year end.  On July 1, the Purchasing Department starts a new series 
of PO numbers, denoting the fiscal year change. By department request, some encumbrance 
balance are rolled over to the new fiscal year and added to the Adopted Budget. This is primarily for 
large purchases, such as major equipment and capital projects that were not completed in the 
previous year. 
 
All blanket purchase orders from the current fiscal year are liquidated. 
 
As a part of the closing process, the City performs a soft close.  This entails that all subsystems 
(Accounts Payable, Accounts Receivable, Fixed Assets, etc.) will be closed to accepting anymore 
transactions that are to be posted to the old fiscal year. Journal entries are the only transactions 
within the system that are allowed after the soft close.  
 
In order to facilitate processing at year end, New World allows two fiscal years to be open 
concurrently. This allows the City to post transactions to the proper year during the closing period. 
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The City does not perform a hard close at year end (a system generated block that prevents 
transactions from being posted to the prior year).  Instead, the Finance Department establishes the 
cut-off date via security parameters whereby system users are not to post to the previous year. This 
date is determined yearly by the system security manager and is meant to prevent any posting to 
prior years in the subsystems and the General Ledger.  
 
In order to uniquely classify audited adjustments in the system, they are named AJE’s (Audited 
Journal Entries).  All other journals are named JE’s.   


8. Does the Client use a 13th or a 14th period?   


The City does not use a 13th or a 14th period.  


9. How are balance forward entries completed at year end? 


The soft close process in New World will automatically generate a balance forward entry to the new 
year.  Each time another journal entry is created during the soft close period, the beginning balances 
are automatically updated.  


10. Identify the name and function all the external and internal reports that are generated directly 
from the General Ledger system.  


Many required reports are not generated directly from New World due to a lack of flexibility in 
establishing user defined selection criteria, the inability to define customized sorts and subtotals, and 
the inability to report on inception to date data.  As a result, many reports are prepared in Excel.  New 
World does not allow users to download data directly to Excel, although it does allow data to be 
copied and pasted to Excel.  Some examples of reports that are created in Excel include: 


• The Comprehensive Annual Financial Report (CAFR) 


• The Single Audit Report 


• The Annual Budget Report 


• The Monthly Budget to Actual Summary Report (entered into Excel and then summarized by 
category) 


• Monthly Budget to Actual Summary Report for Capital Projects 


In addition, it is difficult for users to review any trending information from the system as the 
information may reside on different screens for different fiscal years.  


11. Describe the types of journal entries that are used by the Client. 


General Ledger entries may be generated either directly from the General Ledger module (from 
journal entries) or from subsystem posting.   
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The City uses the following types of general ledger entries: 


• AJE’s – Audited Journal Entries 


• JE’s – Regular Journal Entries 


• AP – Accounts Payable Posting 


• RA – Cash Receipts Posting.  Some RA transactions are summarized when they are posted 
to the General Ledger; while others come through with detail transactions 


• UT – Utility Billing Posting 


• BA –Budget Adjustment 


• BO – Budget Ordinances (i.e.: the Adopted Budget) 


• AR – Accounts Receivable Posting 


• HR – Payroll Posting 


• JE - Recurring Journal Entries for such activities as G&A expense, depreciation, overhead 
charges, sewer accruals, insurance premiums, bond transactions, etc.   System doesn’t ID 
RJEs as they are identified by the source code. Recurring journal entries appear as “JE” in 
the system, but they are identified as a repetitive in the “source” field. 


The City has the ability to import journal entries to the New World AS400 system using “PC Entry”, an 
upload process that eliminates duplicate data entry and reduces keying errors.  The electronic journal 
entry form was developed in Excel.   


12. Does the system automatically book intrafund and interfund clearing entries? 


The City utilizes pooled cash in order to equitably allocate interest earned that belongs to all 
participants in the pooled cash.  The New World system automatically books due to/due from entries 
for Payroll transactions, but the City does not settle up the cash.  


13. Does the current system have a bank reconciliation module to automate the reconciliation of bank 
accounts?   


The City does not have a separate Bank Reconciliation module in its current system.  Bank 
reconciliation for checks cleared is validated through New World in the AP subsystem; however 
deposits are reconciled using Excel.   
 
The City has not instituted positive pay because the system does not offer a compatible format to the 
bank.  This will be explored once a new system is implemented.  


14. Identify the unmet needs for each functional area/department 


1. The chart of accounts and organization structure is not optimal for reporting purposes due to 
the fact that the system does not provide sufficient dimensions to allow grouping or rollup of 
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cost centers and accounts (chart of accounts) for G/L reporting and on-line inquiry.   


2. The system does not have the ability to link images and source documents directly to the 
system transaction. (For example, journal entry backup documentation can be attached to the 
journal entry record in the system).  This feature is currently only available in AP though a 
separate imaging application (Sire) 


3. The City does not currently utilize the Project Ledger within New World to track 
project/activity/grant information.   


4. The system does not automatically generate accrual reversal entries. It can copy journal 
entries, including accruals, but there is not automatic trigger to allow for auto reversal.  


5. The system does not have an automated approvals functionality to electronically route journal 
entries (and other documents) for approval. 


6. The system’s journal entry description field is not long enough; therefore, abbreviations are 
often used. 


7. The system does not provide the ability to open up multiple screens at the same time.  Users 
have to exit out of one screen before another one can be opened. 


8. Interest and other allocations are performed in Excel, as the system does not provide a way 
to automatically calculate allocations based on user defined rules.   


9. The system does not automatically produce interfund offsetting entries for general ledger 
transactions. Some subsystems such as AP will automatically create offsetting cash and 
control account entries; however HR and payroll require manual cash journal entries after 
payroll processing and regular journal entries require cash distribution on each multi fund 
entry.  


10. The system does not have a bank reconciliation module to automate the bank reconciliation 
process. An automated bank reconciliation module would simplify the bank reconciliation 
process, detect unrecorded transactions between the bank and book, locate errors and 
differences, record corrections, and reconcile the City’s books to its bank statements.  This 
would lead to greater operating efficiency and productivity and more accurate financial data. 


11. Reporting capabilities are limited and the system does not offer a useful and extensive library 
of standard (i.e.: canned) reports. Other reporting constraints include: 


• The system does not provide the ability to render graphical representations on reports, 
including charts, line charts, pie charts and Gantt charts. 


• CAFR’s and many other reports cannot be run directly from the system. 


• The system does not have enough flexibility to request reports based on a wide range of 
section criteria. As a result, end users often need to copy and paste data from New World 
and then manipulate the data within Excel or develop Crystal reports in order to obtain the 
desired result. 


• The system does not provide the ability to electronically distribute reports. 
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• The system cannot generate reports that cross fiscal years. 


15. Determine how new technology might be able to address these unmet needs. (internal) 


Newer technology would meet many of the City’s existing functionality needs.  The General Ledger 
system should maintain transactions from each subsystem and should allow for flexible reporting and 
inquiry in order to meet the management needs of the City. A newer system should provide the 
following: 


1. The General Ledger system should be integrated with core financial, procurement and payroll 
subsystems in order to provide centralized, real-time information to all users. 


2. The City should take advantage of the capabilities of a new system to restructure its Chart of 
Accounts.  At a minimum, the new structure should: 


• Have an established numbering/naming convention for all object code and organizational 
layers. 


• Allow global control to setup account code terminology.  In other words, the system should 
allow administrators to establish group/element/dimension names for cost centers and 
object codes. 


• Reserve enough numbers in each account grouping for future expansion and 
organizational changes. 


• Be consistent with length and composition (alpha/numeric/alpha-numeric).   


• Allow for sufficient dimensions to allow grouping or rollup levels for GL reporting and on-
line inquiry to meet users’ needs.  


• Establish grant and project codes in a separate ledger.  This dual ledger system will 
provide the City with a powerful management tool for the Project and Grant Managers.  It 
would enable the tracking of detailed activities and grant line items without cluttering up 
the General Ledger with additional activity codes.  


• A reference document should be developed to explain the different levels of the Chart of 
Accounts as well as the logic behind each decision.  


3. Accrual entries should have the option to trigger the automatic creation of a reversal entry, 
which may be posted to the next accounting period.  


4. The system should provide the ability to open multiple screens (windows) at the same time. 


5. The system should provide for the automation of journal entries based on user defined 
calculations and rules This would be useful for interest allocations, indirect cost distributions, 
balance forward entries, capitalization of capital assets, etc.  The system should be able to 
accommodate for rounding differences. 


6. Users should have the ability to create templates for recurring entries where the transactions 
are the same from month to month.  Users should be able to edit the templates and/or copy 
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the template. 


7. The system should be able to automate most of the intra-fund and inter-fund clearing entries 
based on user defined rules.  


8. The system should allow for the setup of electronic approvals based on user defined rules. 


9. The system should provide shortcut account numbers in order to facilitate data entry.  The 
data field length for shortcut numbers should be long enough to allow for the setup of a 
sufficient number of shortcut combinations.  


10. When transactions are posted within subsystems (Accounts Payable, Cash Receipts, 
Accounts Receivable, Fixed Assets, Payroll, etc), the appropriate entries should automatically 
post to the GL system.   


11. The system should provide automated budget checking and control functionality. 


12. The system should allow user security to be established at the database level. This is useful if 
the City would want to restrict employees from viewing the financial data of other departments 
or to prevent users to viewing the activity associated with certain object codes (such as 
wages).  


13. The journal entry screen should include sufficient characters in the “description” and 
“comments” fields in order to capture all necessary information related to the journal. 


14. The system should provide users the ability to attach scanned images of supporting 
documents to journal entries.  This feature will simplify the approval process. 


15. The system should allow for date sensitive reporting.  The user should be able to run current 
reports as well as historical reports.  For example, a check issued in January 2008 but not 
cleared until April 2008 should show as outstanding when running January, February and 
March reports, even if the current month is May 2008. 


16. The system should provide the ability to define the subsystems in which a specific account 
can be used.  For example, the Office Supplies account can be used within Purchasing, 
Accounts Payable, and the General Ledger, but it cannot be used within Accounts 
Receivable.   


17. The system should be able to maintain a history of all changes made to the chart of accounts 
and cost center setup structure (not only the latest change) 


18. The system should provide the ability to upload/download general ledger transactions 
(integration with desktop applications).  This would enable information to be downloaded to 
Excel for report manipulation. 


19. The system should allow users to undo or delete transactions with appropriate security and 
leave an audit trail. 


20. The system should offer a report writer with complete flexibility and adaptability to the users’ 
requirements and enable users from each functional area to run customized reports quickly 
and easily from any subsystem. . At a minimum, the system should provide:  
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• Real-time reporting and inquiry. 


• Support the creation of multiple report types, such as conditional reports, sub-reports, and 
drill down reports. 


• Graphical rendering, including bar charts, line charts, pie charts, Gantt charts, etc. 


• A report design wizard to guide users through the report creation process. 


• The capability to view their report on screen while it is in development. 


• A HTML preview that allows report authors to see how reports will look when published to 
the web. 


• The ability to perform auto saving of the report after a user-defined period of time has 
passed.  


• Vertical rulers and guides to facilitate report design and formatting. 


• The option to select from automatic/template report styles and the auto arrangement of 
report fields that have been selected to appear on the report. 


• The ability to use a click-and-drag graphical user interface to facilitate report writing. 


• The ability to setup (multiple) user defined subtotals and totals within a report. 


• The drawing of lines, boxes, circles, ovals, and boxes with rounded corners. 


• The ability to move and resize objects and select multiple objects to format at once. 


• Font formatting by style and size. 


• The setup of horizontal or vertical page numbering. 


• The report writer should allow hyperlinks to be embedded into reports. 


• The ability to redo an action and undo multiple times (to undo a series of actions). 


• The ability to setup report and page footers. 


• Automated alerts and checks that quickly find broken links, formula errors, and 
dependency issues.  


• A formula editor to assist in adding formulas to the report. 


• The ability to export to XML, PDF, HTML, XLS, etc. 


• The ability to create shortcut buttons. 


• The ability to perform unlimited sorting. 


• The ability to customize report prompts and setup prompts based on dynamic values.  
This means that report designers do not have to maintain static prompt value lists within 
individual reports. Instead, they can reuse existing prompts stored in the repository. 


• Offer flexible scheduling capabilities in order to allow report generation based on events or 
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at specific times. 


• Offer the System Administrator the ability to define the number of jobs that can execute at 
the same time. 


• Provide authorized users the ability to change the priority of their job to place it first in the 
queue. 


• The ability to view the report jobs currently being executed and the jobs waiting to be 
processed. 


• Details about the report jobs that are in the queue, such as the creator, date and time the 
job was created, size of job, etc. 


• The system should have the ability to establish user security profiles for reporting.  This 
must include restricting users from running reports on activity that is unrelated to what 
they do. 


• For calculations based on report columns such as adding or subtracting from one column 
from another or setting up analysis/variance columns. 


• Dynamic query against multiple tables and columns and query criteria for advance users 
(SQL). 


• The ability to report or inquire on any data field within the General Ledger or any other 
subsystem.  Selection for a report should allow mixing and matching of either/or General 
Ledger and Project/Activity accounts in order to run reports.   


• The developing customized reports that can extract information from several subsystems 
and produce them on the same report. 


• The ability to copy reports and make specified changes to them without altering the 
original report. 


• The ability to run reports on multiple years for project and grant activity.  The system 
should accommodate running reports on a specific project or activity number for a multi-
year period. 


• The ability to meet GAAP, GAAFR, GASB (including GASB 34) and FASB reporting 
requirements. 


• The organization of reports (for example, in user defined folders).   


• Security definitions to allow the System Administrator to define read/write access for each 
report. 


• The ability to incorporate general information into ad-hoc reports, such as the current 
date, time, requestor, etc. 


21. The City would benefit from an automated bank reconciliation module as a part of its new 
system.  Automation would simplify the monthly reconciliation process, detect unrecorded 
transactions between the General Ledger and the bank, locate errors and differences, record 
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corrections, and reconcile the City’s records to its bank statements.  This would lead to 
greater operating efficiency and productivity and more accurate financial data.  


• The bank reconciliation module should allow the user to enter detailed explanations on 
unmatched records.  This will aid in the follow-up of these unmatched items. 


• The bank reconciliation module should allow manual matching in order to allow a user to 
resolve un-reconciled transactions for unique situations and override automatic 
reconciliation matching results. 


• The bank reconciliation module should provide the ability for a number of users to 
reconcile different accounts from different workstations at the same time. 


• The bank reconciliation module should allow for manual entry of checks, deposits, etc. 


• The bank reconciliation module should allow the user to re-run reconciliations from prior 
months for corrections or to include auditor adjustments for prior years. 


• The bank reconciliation module should allow for the assignment of statuses to classify the 
progress of bank reconciliations.  (for example:  N - new, P - in process, A - approved) 


• The bank reconciliation module should allow the user to document electronic notes in 
association with unreconciled transactions. 


• The bank reconciliation module should have the proper security in order to allow only 
authorized users the ability to view or perform different reconciliation processes. 


 





