Department Services and Service Levels - Management Services

General Fund Other Funds Revenue Cost Program/Service Customer |Customer(s) Current Level of Service (Describe)
Budget FTE Budget FTE Offset Notes Center Type
$20,778 0.15 1180- Admin Debt Management Internal  [City Council, City  |Bond sale amounts identified each year through cash
Managers Office, |flow and project analysis; Voter Authorization
departments, other monitored and elections held if necessary; Work with
governmental Financial Advisors to issue bonds, monitor arbitrage,
agencies and monitor debt portfolio for opportunities to
minimize debt service through early payoffs or
refundings.
$449,669 2.12 1180- Admin Administration Internal  [Departments
$263,785 2.08 1180- Admin Financial Systems Internal  [City Council, City  |Support Oracle Financial System modules and other
Managers Office, |financial systems; serve as technical and functional
departments, other [liaison for designing, testing, installing, and
governmental maintaining Financial Systems; Identifies and
agencies responds to business needs and implements technical
solutions to create efficiencies.
$180,008 1.60 1195 - Budget |Financial Forecasting [Internal |City Council, City  [Prepare forecasts of General Fund revenues and
& Planning Managers Office, |expenditures three times during budget process
departments, other [(November, February, April); prepare long-range
governmental financial plan and update annually; prepare financial
agencies analysis of wage and benefit proposals upon request
of Human Resources
$242,648 2.20 1195 - Budget |Budget & CIP Internal | City Council, Meet all state and city charter deadlines for adoption
Development departments, with tentative & final adoption before June 30;
citizens, ensure budget and CIP spending are balanced with
developers, adequate revenues and financing sources by
businesses, other |tentative adoption; provide citywide budget support
governmental services to all departments on demand
Shift agencies
$201,324 1.90 1195 - Budget  |Budget Internal  [City Council, City  |Finalize monthly and quarterly financial reports
Monitoring/Reporting Managers Office, |within 5 business days of close; ensure Council
departments, other [memos with financial implications have appropriate
governmental budget authority prior to agenda collection each
agencies month; monitor expenditures monthly and identify
potential problems & deviations from approved
spending plan; maintain appropriation control in
compliance with legal and policy requirements,
review all position requests and reclassifications to
ensure sufficient budget authority
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Department Services and Service Levels - Management Services

General Fund Other Funds Revenue Cost Program/Service Customer |Customer(s) Current Level of Service (Describe)
Budget FTE Budget FTE Offset Notes Center Type
$71,569 0.65 1195 - Budget |Rate Analysis & Internal  [City Council, City  |Prepare and update indirect cost allocation plans and
Setting Managers Office, |update annually; conduct rate analysis and
departments, other|recommend rate changes for water, wastewater,
governmental solid waste and impact fees; review and propose
agencies changes to city user fee and charge schedule; prepare
and update revenue manual annually
$587,788 | 6.22 1220 Purchasing |Bids and RFPs Internal  |All City Prepare, issue and evaluate solicitations; research
departments and |Products and vendors; make sole source
other jurisdictions |determinations; provide purchasing support for
Central Supply Division (purchase and disposal);
prepare council memos; qualify products and
vendors; perform contract management for city-wide
services.
$49,856 0.63 1220 Purchasing [P-Card and Electronic Manage Purchasing Card program. Issue cards daily
Payables Programs All City (internal users and other entities), review card
departments and  |transactions daily, act on exceptions immediately
Internal  [Vendors upon request.
$61,346 0.65 1220 Purchasing |Online Purchasing
and Vendor Act on purchase requisitions within 24 hours. Attain
Registration System All City and maintain expertise in operating procurement,
departments and |assist with upgrading and testing software. Assist
Internal  |Vendors vendors with vendor registration program.
$272,856 3.85 1225 - Central |Inventory Internal  |City of Chandler Maintain an inventory turnover rate of 2.5 or greater
Supply Management departments per month; maintain an inventory accuracy rate of
97% or greater; provide material delivery service 2
days per week to City departments; maintain service
hours of 6 a.m. to 4 p.m. for over-the-counter orders
$15,844 0.20 1225 - Central |Material Acquisition |Internal |City of Chandler Order materials and supplies to replenish inventory
Supply departments. stock weekly; Order non-stocked material within 24
hours after receipt of request.
$10,612 0.20 1225 - Central |Records Storage & Internal  |City of Chandler Annually notify departments, which records have
Supply Disposal departments reached their destruction date; pick-up records
One-time within four working days.
$14,878 0.25 1225 - Central  |Surplus Property Internal  [City of Chandler Sale 80% of surplus, obsolete, and scrap material
Supply Disposal departments, received; Pick-up departmental surplus property
school districts and |within four working days; post surplus items on
Grant non-profits Chanweb weekly
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General Fund Other Funds Revenue Cost Program/Service Customer |Customer(s) Current Level of Service (Describe)
Budget FTE Budget FTE Offset Notes Center Type
$100,133 0.90 $61,964 0.95 1230 - Cash Management Internal  [COC Internal and  |Receipt incoming payments each day by 5 p.m.; bill
Accounting external customers [customers monthly; review cash position daily by
9:00 a.m.; transfer incoming/outgoing funds as
needed by 11:00 a.m.; act on past due amounts
monthly; monitor investment funds, apply interest
and gains/losses from investments to the general
One-time ledger monthly by the 5th
$176,246 2.05 $2,085 0.15 1230 - Payroll Internal  [COC Employees Produce and distribute bi-weekly payroll by 10 a.m.
Accounting and other outside |[every other week; monthly payroll by the 20th of
entities each month; quarterly tax returns by the last day of
the month after the quarter; and W-2s by Jan. 31st
Reimbursed each vear.
$296,770 4.45 $1,390 0.10 1230 - Accounts Payable Internal  [COC Employees Produce and distribute payments by Friday each
Accounting and other outside |week; Privilege & Use Tax reporting by last day of
entities each month; 1099s by last day Feb. each year;
monitor fixed asset expense records and pay debt
service semi-annually.
$381,017 4.10 $45,664 0.90 1230 - Oracle Financials Internal  [COC Employees Maintain Oracle modules; process user requests;
Accounting System provide support/ reports generation and creation;
test and verify upgrades October each year for Oracle
and for third party integrations as needed.
$339,544 1.80 $27,470 0.90 1230 - Periodic and Annual |Internal |GFOA, Bond Prepare and file the following reports:CAFR & MOE
Accounting Reporting Council, Rating by 12/31; Bond Indebtedness by 9/15; ELR by 2/28;
Agencies, etc. LTAFI, Popular Reporting & ADEQ 1/31; and LTAFII
One-time 11/15
$257,197 3.05 1240 - Tax and |Revenue Collections |External |Businesses and Limit accounts with outstanding balances or missing
License individuals both tax returns to less than 20% of active licenses.
licensed and Contact taxpayers to collect past due tax returns,
unlicensed, within |payments and fees. Prepare payment arrangements;
and outside of collect all NSF tax and license payments; prepare
Chandler bankruptcy proof-of-claims; and prepare tax liens.
Contact citizens to collect use taxes due on certain
-5 temp vehicle purchases
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$424,928 5.90 1240 - Taxand |Tax Reports & External |Businesses and Daily process tax returns and payments within 2 -3
License Payments individuals both days while also meeting strict monthly deadlines.
licensed and Provide online return filing, payment and auto
unlicensed, within |payment capability. Daily provide cashiering
and outside of /customer assistance for walk-in customers. Mail
Chandler monthly accounts receivable statements within six
days of month end close. Mail tax returns monthly.
Maintain an average wait time of less than 2 minutes
while responding to approximately 1,600 customer
calls per month; respond within two working days to
approximately 65 customer e-mails per month;
provide follow-up and final resolution to all questions
and complaints. Assist taxpayers with the use of the e
tax website.
.5temp
$462,338 6.45 1240 - Tax and |Licensing External |Businesses and Daily accept and process license applications for
License individuals both seven distinct chapters of the City Code; process
licensed and license fee payments within 2-3 working days;
unlicensed, within |evaluate application information and issue licenses
and outside of upon completion of all code requirements;process
Chandler license renewal payments and assure renewal
requirements are met; process account cancellations,
address changes and other pertinent account
information timely;daily investigate businesses that
do not license timely or appropriately; license
temporary vendors that participate in special events
as needed.
$503,597 5.10 1240 - Tax and  |Tax Audit External [Businesses and Conduct compliance audits of 1 % of active licenses

License

individuals both
licensed and
unlicensed, within
and outside of
Chandler

through field audits, multi-jurisdictional audits, and
desk reviews;investigate real property rentals for
licensing and back-tax assessment; examine and
process refunds and penalty waivers within five
working days of receipt; provide written guidance to
the public for all technical tax questions and
interpretations; prepare monthly revenue reports
within two days of closing; prepare ad hoc reports of
specific tax collections in a timely manner; participate
with other taxing jurisdictions in all audit and tax
code issues; conduct at least 24 taxpayer education

caccinne
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Budget FTE Budget FTE Offset Notes Center Type
$226,395 2.20 1245 - Utility Utility Billing External [Chandler Mail bills monthly within 4 days of meter reading;
Services residential, maintain 95% accuracy in billing; provide online
commercial, payment/auto payment capabilities; process
institutional & payments daily; process address updates daily.
industrial
Grant customers
$259,279 2.80 1245 - Utility Utility Collections External [Chandler Make payment arrangements for delinquent
Services residential, accounts with customers via inbound calls;
commercial, disconnect water service on delinquent accounts.
institutional &
industrial
customers
$336,784 4.50 1245 - Utility Billing Assistance External [Chandler Answer inbound calls within a 5 minute timeframe;
Services residential, follow-up and provide final resolution to all customer
commercial, service questions and complaints; provide citizens
institutional & with general City information/direction to proper
industrial area of assistance; provide cashiering/customer
customers assistance for walk-in customers.
$1,378,453 1.63 1260 - Risk Insurance Programs |Internal |Employees, City Annually obtain necessary underwriting information,
Management Third Parties renew and administer Property Insurance, Excess
Workers Compensation Insurance, Crime Policy,
Fiduciary Insurance, Excess Liability Insurance,
Underground Storage Insurance, and Aviation
Insurance. Complete annual insurer policy audits.
Daily manage claims within the $2 million Self-
Insured Retention for liability, $50,000 for property
and $500,000 for workers compensation. . Daily
issue certificates of insurance based on coverage
available within 24 hours of receipt of request,
review and approve incoming certificates to verify
they meet contractual requirements.
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Department Services and Service Levels - Management Services

General Fund

Other Funds

Budget FTE

Budget FTE

Revenue
Offset

Notes

Cost
Center

Program/Service

Customer
Type

Customer(s)

Current Level of Service (Describe)

$159,349 1.32

1260 - Risk
Management

Safety

Internal

Employees

Annual Inspections of city facilities for occupational
safety hazard, general liability and property
exposures. Annual review of non-mandated
programs (safety footwear, safety eyewear, return-to-|
work); provide training and information on violence
in the workplace, city vehicles, ergonomic
evaluations, defensive driving, van safety, accident
reporting, industrial hygiene programs; as required,
conduct or contract for mold testing, indoor air
quality, noise dosimetry, new construction plan
review, and fire system maintenance & testing.

$581,793 2.05

1260 - Risk
Management

Workers
Compensation

Internal

Regulatory,
Residents/Public

Report injuries to OSHA within 5 days; report to ICA
within 6 days from injury, coordinate federal and
state 50% of employees for drugs and 10% tested for
alcohol annually; perform drivers record review
annually, respond to OSHA inquiry within 24 hours;
coordinate or assist with safety and emergency
management programs; perform daily case
management of injury/illness claims and manage
Return to Work program.

$54,632 0.37

1265 -
Environmental
Management

Emergency Responses

External

City of Chandler
Departments

Respond to hazardous waste spills on or from public
facilities and rights of way within 1 hour of notice;
coordinate clean-up of waste with departments or
contractors; and notify and prepare reports to
appropriate regulatory authorities.

$63,077 0.70

1265 -
Environmental
Management

Permits & Annual
Reports

Internal

City Departments:
Community
Services, MUD, PW,
Neighborhood
Resources/Code
Enforcement, and
Regulatory
Agencies

Assist Community Services, MUD and Public Works
facilities subject to regulatory requirements in
obtaining and maintaining required environmental
permits, and in filing required annual reports. Insure
that permit applications and report submittals are
received by regulating agencies prior to deadlines.
Complete (40) facility permit applications annually
and (30) facility annual reports. Assist Neighborhood
Resources in filing PM10 compliance reports as part
of regional air quality improvement program.
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General Fund Other Funds Revenue Cost Program/Service Customer |Customer(s) Current Level of Service (Describe)
Budget FTE Budget FTE Offset Notes Center Type
$103,273 0.78 1265 - Environmental Internal  |City of Chandler Provide database/repository of all environmental
Environmental [Records Storage & Departments, records related to city facilities, as well as
Management Retrieval Environmental environmental site assessments for most commercial
Consultants, property in City of Chandler within 5 business days of
Developers, or requests.
other public
entities
$75,096 0.60 1265 - Waste Management (Internal [City of Chandler Conduct waste determinations on all waste
Environmental Departments generated by City facilities and assist with acquisition
Management or renewal of waste profiles as well as completion of
waste manifests. Anticipate 25 waste
avoidance/determination/disposal occurences
annually. Provide waste determinations and profiles
to requesting facilities within 45-days.
$128,155 1.05 1265 - Environmental Internal  |City of Chandler Conduct environmental site assessments and
Environmental [Assessments & Audits Departments & remediation for property acquisitions and emergency
Management Private Developers |response. Provide any reporting to regulatory
or Consultants agencies within required timeframe. Review
consultant reports within 5-days. Conduct
environmental audits of City facilities to insure
compliance status with regulations. Provide results of
facility audits within 45-days.
$1,066,848 [12.50 $29,000 0.00 1270-Fleet Vehicle Maintenance |Internal |All Departments Daily scheduled maintenance and emergeny repair of
Services and Repair that operate motor |vehicles and equipment (all scheduled PM with four
vehicles and hour after receipt of vehicle and all emergency
equipment repairs with 24 hour of receipt of vehicle).
$52,766 0.60 1270-Fleet Fuel Purchases Internal  |All Departments Weekly receipt and payment of fuel invoices,
Services that operate motor |allocation of expenses to general ledger, monitoring
vehicles and and reporting by Friday noon.
equipment
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General Fund Other Funds Revenue Cost Program/Service Customer |Customer(s) Current Level of Service (Describe)
Budget FTE Budget FTE Offset Notes Center Type
$82,006 0.70 1270-Fleet Vehicle Acquisitions |[Internal |All Departments Specify vehicle type and equipment to meet
Services that operate motor |departmental requirements, gather price quotes, and
vehicles and assist customers with budget requests. Upon Council
equipment approval for purchase in August, order all new
vehicles by October with deliver all new vehicles by
February.
$26,040 0.20 1270-Fleet Motor Pooling Internal  [Departments and |Coordinate the sharing of city vehicles and special
Services employees equipment at one or more sites; manage pool size to
ensure availability of fleet to meet demand; and
maintain vehicles and equipment within the pool.
One-time
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